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The FleetCommander Manual is comprised of five parts:
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Delete Utility

User Manager
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System Requirements

PC System Requirements:

Pentium 300mhz or faster

256 MB of Ram or better

Windows 95, 98, NT, ME, 2000 or XP

Disk space of 5 MB to install the application plus 2.5 KB per transaction
Graphics/Video of 1024 x 768 with 256 colors

Microsoft Internet Explorer 5.0 or better with connection faster than 5KB
per second

Operating System Requirements:

Windows 95

DCOM95 (DCOM95 can be downloaded from the FleetCommander web
site at http://www.fleetcommander.com)

MDAC2.1SP2 or greater (MDAC2.1SP2 can be downloaded from the
FleetCommander web site at http://www.fleetcommander.com)
Microsoft XML Parser 3.0 or better (XML Parser 3.0 can be downloaded
from the FleetCommander web site at http://www.fleetcommander.com)
Microsoft Internet Explorer 5.0 or better (Internet Explorer can be
downloaded from the Microsoft web site at
http://www.microsoft.com/downloads)

Windows 98

MDAC2.1SP2 or greater (MDAC2.1SP2 can be downloaded from the
FleetCommander web site at http://www.fleetcommander.com)
Microsoft XML Parser 3.0 or better (XML Parser 3.0 can be downloaded
from web site at http://www.fleetcommander the FleetCommander.com)
Microsoft Internet Explorer 5.0 or better (Internet Explorer can be
downloaded from the Microsoft web site at
http://www.microsoft.com/downloads)

Windows NT

Service Pack 3 or better (SP3 for Windows NT can be downloaded from
the FleetCommander web site at http://www.fleetcommander.com)
MDAC2.1SP2 (MDAC2.1SP2 can be downloaded from the
FleetCommander web site at http://www.fleetcommander.com)
Microsoft XML Parser 3.0 or better (XML Parser can be downloaded
from the Microsoft web site at http://www.fleetcommander.com)
Microsoft Internet Explorer 5.0 or better (Internet Explorer can be
downloaded from the Microsoft web site at
http://www.microsoft.com/downloads)



Windows 2000

e Service Pack 2 for Windows 2000 (SP2 for Windows 2000 can be
downloaded from the FleetCommander web site at
http://www.fleetcommander.com)

e Microsoft XML Parser 3.0 or better (XML Parser can be downloaded
from the Microsoft web site at http://www.fleetcommander.com)

e Microsoft Internet Explorer 5.0 or better (Internet Explorer can be
downloaded from the Microsoft web site at
http://www.microsoft.com/downloads)

Windows ME
e Microsoft XML Parser 3.0 or better (XML Parser can be downloaded
from the Microsoft web site at http://www.fleetcommander.com)
e Microsoft Internet Explorer 5.0 or better (Internet Explorer can be
downloaded from the Microsoft web site at
http://www.microsoft.com/downloads)

Windows XP

e Visual Foxpro ODBC Driver (Visual Foxpro ODBC Driver can be
downloaded from the FleetCommander web site at
http://www.fleetcommander.com)

e MDAC Update (MDAC Update can be downloaded from the
FleetCommander web site at www.fleetcommander.com)

e Microsoft Internet Explorer 5.0 or better (Internet Explorer can be
downloaded from the Microsoft web site at
http://www.microsoft.com/downloads)



Pre-Installation Procedures

Installing Sequence for Windows 95

Access the FleetCommander web site at http://www.fleetcommander.com
for installation instructions and download links.

Install Internet Explorer 5.0 or better version if it is not already installed on
your PC.

Download DCOM95 if not already installed on your PC.

Click the Download FleetCommander link to begin installation.

Download XML Parser 3.0 only if prompted to do so during
FleetCommander installation. (Windows 95 requires Windows Installer
before the XML parser can be installed. Windows Installer can also be
found on Installation portion of the FleetCommander website.)

Download MDAC2.1SP2 only if prompted to do so during
FleetCommander installation

Installing Sequence for Windows 98

Access the FleetCommander web site at http://www.fleetcommander.com
for installation instructions and download links.

Install Internet Explorer 5.0 or better version if it is not already installed on
your PC.

Click the Download FleetCommander link to begin installation.

Download XML Parser 3.0 only if prompted to do so during
FleetCommander installation. (Windows 98 requires Windows Installer
before the XML Parser can be installed. Windows Installer can also be
found on Installation portion of the FleetCommander website.)

Download MDAC2.1SP2 only if prompted to do so during
FleetCommander installation

Installing Sequence for Windows NT

Access the FleetCommander web site at http://www.fleetcommander.com
for installation instructions and download links.

Download Service Pack 3 if a later version is not already installed on your
PC.

Install Internet Explorer 5.0 or better version if it is not already installed on
your PC.

Click the Download FleetCommander link to begin installation.

Download XML Parser 3.0 only if prompted to do so during
FleetCommander installation. (Windows NT requires Windows Installer
before the XML Parser can be installed. Windows Installer can also be
found on Installation portion of the FleetCommander website.)

Download MDAC2.1SP2 only if prompted to do so during
FleetCommander installation



Installing Sequence for Windows 2000

Access the FleetCommander web site at http://www.fleetcommander.com
for installation instructions and download links.

Install Internet Explorer 5.0 or better version if it is not already installed on
your PC.

Download Service Pack 2 for Windows 2000 if not already installed on
your PC.

Click the Download FleetCommander link to begin installation.

Download XML Parser 3.0 only if prompted to do so during
FleetCommander installation.

Installing Sequence for Windows ME

Access the FleetCommander web site at http://www.fleetcommander.com
for installation instructions and download links.

Install Internet Explorer 5.0 or better version if it is not already installed on
your PC.

Click the Download FleetCommander link to begin installation.

Download XML Parser 3.0 only if prompted to do so during
FleetCommander installation.

Installing Sequence for Windows XP

Access the FleetCommander web site at http://www.fleetcommander.com
for installation instructions and download links.

Install Internet Explorer 5.0 or better version if it is not already installed on
your PC.

Install Visual Foxpro ODBC driver if it is not already installed on your PC
Download MDAC Update if it is not already installed on your PC.

Click the Download FleetCommander link to begin installation.



I. Steps for installing DCOM95
Access the FleetCommander web site at www.fleetcommander.com. Click on
“‘Download DCOM95”. You will then see the following message box:

x|
Wi harve chosen o download & Hhe from B locaton

DCOMTE mor broem v llestopmeanadss com

Tl et o ks By o sl Eus il 7
£ Btz [rogram hom ks Cusiend (B 3]
[ Sgveths progiam 1o dak

[ox ] Cwos | wemiio |

Click “Run this program from its current location” then click “OK”. After the file is
downloaded you will see:

Security Waming k|
Dy oo sl o bt e run ™ DU 1. B iy
5" mgred on L0959 11031 AM ardd datiduted by
Micresnlt Coiporation

Publithe sufenicdy venied by VeniS gn Conrensl
Goltrezre Publishers G,

Caspon Mcinsol Coporgton arseris thed ez contert i
saln fious should ondy matallview this content i you st
Miganoh Cotposation to make that asserton

I Absaiys st conberd bom Microaoh Cospeston

= _. Ma I Mmplr{ui

Click “Yes”.
Then “Yes” again at the following dialogue box:

DCOMA5 for Windows 95 |

ié’ ') O to install DEGMES For Windows 957

Yes T I




Then you will see the following License Agreement.

il

Fleate read the iolosang bosme spesment. Fres the PAGE DOWH keay
to see the iesl of the agreement

Micraoll 1) DCOMEE 1 3 (o Windceesl | 95 il

EHD-USER LICENSE AGREEMENT FOR MICROSOFT
SOFTWARE

IMPORTANT-READ CAREFULLY. Tha: Mecrosoll Erd-Liser Licerss
Agresrment [PELULAT] i o logal sgroemant bebviesn yoot [Bither an
rdnadiusl or & single ety snd Mool Corpodation ["Microsalt") lod
thes Miciosolt soltware product dantfied sbove, which ncludes

compubel sofbvware and map nchuade scrocisted media, pintad

mslerials. and “orfine” of slechonc documentahon [SOFTWARE
FRODUCT ") By mslaling. cogseng, o otheinie uging lhe

SOFTWARE PROCIUCT | o agreses lo be bound by the tesms ol this
ELILA I pou do nol agres to the bermne of thes EUILA. do not install. ;I

Die you accept al ol the tenms of the precedng Licanse Agraemant 7 I gou
chooze Ho, instsl wall cloze. To ikl pou munt sccept this agreament

Yo I MNa I

Click on "Yes".

DCOM copies the required files on your machine. After copying the required files,
DCOM setup displays the following message:

DCOMS hor Windows 95

0 Yokt s sestat o compsterbaices the new sefings wil ke lfect
D ko o i A Tt

=] ® |

Click on "Yes".
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Il. Steps for installing Windows Installer

Access the FleetCommander web site at www.fleetcommander.com. Click on
“‘Download Windows Installer”. You will then see the following message box:

File Downboad

Wourhave chioten io download & ke froen e locabon.
SCHONT X sty e e beci]

Whal weould g Boe o da wath ths fie?

% i iz oo from #5 cusierd lncatian

1 Saye Ihis prograim fo disk

_Iih_] Cancel I Iﬂu::lrin|

B

Select "Run this program from the current location" and click "OK". After the file

is downloaded you will see:

Securily Warning

5
T

E

Do ipens wisrt o e ] . Wik I st il dcfind
w11 [deMT 4 OF° sagned or 11100 4236 P and
Eiuded by

Micioeo Cogmalon

Pubbzhes authenbicty vended by VanSign Commencial
Sioftwate Publshers CA

Caudion: Micosolt Coporahion asserts that B condent i

zale. “v'ou shanid orly metadAnew this conbent 8 pou bust
Micioso Comotation bo make that assedon

I Absags st consent liom Maioned Coeaialion

veo | Hs | Moewo

Click “Yes”.
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You will then see the progress bar as the program is installing.

Cdl| Please wat winde Wndows conbigures W rdoes: bl aller

e

-—
T | Concel

When installation is complete you will then receive the window below.

‘Windows Installer E

‘whindows Irstalles Selup completed successhully

Click "OK". Set up is now complete.
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lll. Steps for installing XML Parser 3.0

Access the FleetCommander web site at www.fleetcommander.com. Click on
“‘Download XML Parser 3.0”. You will then see the following message box:

File Download

Tou have chosen to download 2 file Fom this locabon:

maxmid exe hom bl

fhat wioukd you like toda with thiz fle?

Select "Run this program from the current location" and click "OK". After the file

is downloaded you will see:

Click “Yes”.

Securnty Waming

&
T

Do o want bo irelall and ron Mecrosalt XML Paser”
signed o T0/2700 519 PM and distibuted by;

Migrogoét Cosparztion

Pubkzher authenbcilty venfied by \VenSen Commescial
Soltware Pubkshers CA

Caution: Microsoht Corporabon axseits that this content i
zale. ‘r'ou should only inztall/view thiz conbent if you tust
Miciceolt Cofpotation lo make that azzedion.

[ Always frust content from Microscét Corporation

Yas ! Mo Info
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You will then be taken to the Welcome screen of the XML installation as shown
below. Click "Next" again.

ji Microsolt XML Parser Setup [}

Welcome o the Microsofl XML Parser
Selup Wicard

At the License Agreement click the "Accept" option and click "Next".

Ji Microsoft XML Parser License Agresment E

Envil-Llser License Agreement .

B
.
-
|

(* [ accept the berms in the Licerse Agresmeant

(™ [ da not accept the terms in the License Agreemeant

< fack. I pest > I Cance [




You will then be asked for your Customer Information
blank. Click "Next" to continue installation.

S—— e
|—| Miciosalft XML Parssi Satiip

Custoner Information
Please enter your customer infarmation

Click "Next" again to begin the installation.

-y

Micnosalt <ML Farser Sabup

Ready to Install
The Setup Wizard is ready bo begin the instalation

. These fields may remain
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You will then see the progress bar as the program is installing.

{2 Microsolt XML Parser Setup =10 =]

Installing Microsoft ML Parser

Flearse walk whils the Setup Wigard installs Microsolft AWML Parser. This may bake
Senveral mindtes,

Status:  Registering moduies
IR NEEEENNNNENNNNNENNNNNENNNNNENRNENENNNREREN]

|' |§C:=n'.e|

When installation is complete you will be shown the window below.

i Miciosalt XML Parses Setup [ ]

Completing the Microsoll XML Parser
Selup Wirard

[ ]

Click "Finish". Set up is now complete.
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IV. Steps for installing MDAC 2.1SP2
Access the FleetCommander web site at www.fleetcommander.com, and click

“‘Download MDAC 2.1SP2”. You will see the following message box:

Yo hayem e in doswmiload & fle hos s lncabion

mdac_21_5P2 s T s lieetcommandss com

‘oo waould poul Be e do walh Hhen e ?

" Auntin prcsgram e iy cummek kocabion
{% G e et 1o ik

[ ok | Coced | Mooivio |

=

Click “Run this program from its current location” then click "OK”. MDAC 2.1SP2
will begin downloading and then present this dialogue box:

Click “Yes”.

£
Do pourvasnd 1o inet sl and rn “Macicooll [ty oy
Cameenenta &1 Serace Pack I signed on 6/22/19%9
BES0 P ] chetsbend g

bbarreatt i e s

Pubiiner putresndody vended by VenSsm Corrmsnal
Coltmars Pubhshess CA

Cadon Micinash Corporatan sty thal iy condest it
e o should arly metalfes B conlent d pou liust
MHrrorolt Coiporstion In make fhal asperhon

I fbsepn vt contierd bom Microsoh Coporaton

T = He | own rdo I
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Then at the license agreement:

Click “Yes”. MDAC 2.1SP2 will initialize Setup, and the following screen will
appear:

Click “Continue”.
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Next you will see:

a Access 2.1 Setup

To start installation, click the large button with the computer icon. After MDAC
2.1SP2 is installed you will be asked to restart your PC. Click "OK".

Microsolt Dala Access 2.1 Selup
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V. Steps for installing Service Pack 3 for Windows NT

Access the FleetCommander web site at www.fleetcommander.com. Click on
“‘Download Service Pack 3 for Windows NT”. You will then see the following
message box:

x|
Wioul hapee chiooen ko dowerioad 4 e hom B Bocaten

il i 128 sl o b1

Wl weoudkd poni s 40 o et s ke ?
™ Flan B progeam bam b1 curent oo sien
" Spve e o o duk

=]

ot | cace | Mowinio |

Click “Run this program from its current location” then click "OK”. SP3 for
Windows NT will begin downloading and then present this dialogue box:

Security 'Wamning

x

‘\Waireng The auherbcity ol thes conlert canmol be
yehiad Eeialone § carml be letad

Pacbiem kfed below
Conbenl does ral malch the monaluee
Do pou wardt to mstall and rn “Wndoes BT 40 Servcs

Pack 3 [1386]" signed on an unknown datesTrme: and
dztnbuted by

Ierorolt Cotporalion

Vet [ Mo I Mver Info I

Click "Yes".



Then at the license agreement:

Click "Yes". When this message box appears, back up files necessary, if you
choose to do so, then click "Next".

W elooms
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At the next window you will have the option of installing the Service Pack or
Uninstalling a previous Service Pack. Make your selection and click the "Next"
button.

Service Pack Setup

You will then be given the option to proceed as is or to create an Uninstall
directory for future use. Make your selection and click "Next".

22



Now the Service Pack is ready to install. Click "Finish".

Swtup

After installation is complete, your PC will need to be restarted for the new
settings to take effect. Do this by clicking "OK".

i Windows NT Service Pack Setup

A
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VI. Steps for installing Service Pack 2 for Windows 2000

Access the FleetCommander web site at www.fleetcommander.com. Click on
“‘Download Service Pack 2 for Windows 2000”. You will then see the following
message box:

2

Woad haye choten 1o download & D= hiom ke lacation

wksp? exe om bel

‘wihiat would you Bee bo do welh this fils?

™ Rour this progeam irom itz curent location
0 Coarve this progras b dizk

ok | Cance I Hr.\reln‘-:l|

Click “Run this program from its current location”, then click "OK”. SP2 for
Windows 2000 will begin downloading and then present this dialogue box:

X
{1151 o veary! b0 nstall gnd pun T Windoses 000 Seriice
Pack = sigreed on 5/7/200 523 AM and dibuted by

Mernsoll Windown 2000 Publshes

Pubksher authienbcky venfied by Microzofl Windows:
Yerhicston | nbeimediats PLY

Caidion Mictosolt \Windows 2000 Pubfishes - aspedls (hat
tuz conlent iz sale 'r'ou shouid only nstallviee thiy
conbenl i pou bzl Mmool Windows: 2000 Pubkshes o
me that arzeihon

T b truapt conbent From Micimecs Windows 2000
Fublazhes

ver | Ha | b Iriu:unl

Click "Yes".



Then at the license agreement:

rdos 2000 Service Pack setwp T |

wieleome ba Windows 2000 Sernce Pack 2 Ssiup.

Badnia mnstaleg this Senice Pack. we mcommend thal you cloge al olbes applicstons,
Backug poun pyshem, and updale pour Emengency Aeper dithelle \When Service Pack
Setup complehes, pou wil nesd o shubdown and restart Window: 2000

To cortrus, pleate ead e obowng boence agreemenl and indcate wou scceplance

SUPPLEMENTAL END LISER LICENSE AGHEEMENT FOR ﬂ
[MICROSOFT SOFTWARE ["Supplemantal ELILA™
MPOATANT. READ CAREFULLY - The Micimsoll

opanating syshem component: acoompanang thee Supplemestal ELILA,
wchaing e “onkre’” o sleciions: docusertation [105 =

I- ﬁwlh&mzﬂﬁmﬂm a:\q:plbdmrﬂaﬁlgﬁe'im?xk]
[ Bachup fies necezsay bo urmstal this Sernce Pack 8l 8 Laber fme

ReadMs | il | Carcel |

Click on the box before "Accept License Agreement". This will now make the
"Install" button an option. Click on "Install".

Windows 2000 Service Pack Setup E1

Plaate wal while Servee Pack Sebus napecis mwmmﬂwm.

mepares the receszaly Hes. mchives you giasting fles, and then nstali the resw fles o
ipdabe Windors 2000

To mat Serice Fack Sehup withoul updating yow spstem, peess Cancel now. Dnce
Setup begr: matallng the new fles, pou will not be sble jo cancel ke mtalston

- e
|__] l"_i
Enzpacling Windows J000 corfiguration

Ovessl piogress

ENNENNRREREEEE
[ oo

The next box that is displayed will show the progress as Service Pack inspects

the configuration of your PC.
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When this is complete you will be asked to restart your computer for the new
settings to take effect. Do this by clicking the button labeled "Restart".

Windows 2000 Service Pack Setup e

Swhindores A0 Sernce Pack 2 matalabon m complels vow muisl weslaf powr compiber
loi e Smivice Fack updale to ishe efieci

| Redst I
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VII. Steps for installing Foxpro ODBC Driver

Access the FleetCommander web site at www.fleetcommander.com. Click on

“Download Foxpro ODBC Driver”. You will then see the following message box:

File Download -

Dy ‘Youare downloadng the Fle

Y

VFPODBC st From bel

Woukd you ke o apen the file or save it 10 your compuber

o I = I e 1
|_ dpen | Save || Lancal | Mot Inla

Click "Open", the file will then download and the following will appear:

i% Visual FoxPro ODBC Driver Setup EE&X

Welcome to the Visual FoxPro
ODBC Driver Installation Wizard

anicel to quit the sshup Cala then cloze amy p [ =1

vau have unrmg. Chck Meat fo continue the mnstallabon

\WaRNING: This progiam iz probacted by copynght lav and
reerrslh By abys

Inuthonzed reproduction of deirbution of thee progam, or any
podlicen af i, may ezt in sevese civil and crimnal penakes, and
all b proecubed bo the masmum exbent possible under b

Click "Next".
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i Visual FoxPro ODBC Driver Setup A=
License Agreement for Microsoft Visual FoxPro ODBC Driver /
Yo rrust agies with the hcense agreement below o procesd .D

END-USER LICENSE AGREEMENT FOR MICROSOFT

SOFTWARE

IMPORTANT-READ CAREFULLY: This Microsoft End-User License
Agreement (“EULA") is a legal agreement between you {either an
individual or a single entity} and Microsoht Corparation for the
Microsoft software product identified above, which includes
computer software and may include associated media, printed
materials, and “online” or electronic documentation (“SOFTWARE
PRODUCT"). The SOFTWARE PRODUCT also includes any updates

and cnnnlamante fa tha ariaina] SOETWADRE DRONTNTT sorasciclad e

{-::l | & ccepl the eense agpesnment
)1 do not accept the bcense agieement

| Resat | { Bach l Meut> | [ Cancel

Click "I accept the license agreement”, then "Next".

& Visual FoxPro ODBC Driver Setup

User Information

Emtar the foloseng irfcemnation ho pessonsize your instalation

Fudl Bame |

Dirganizatmn ||

The '.'.‘lllr'g s i Bhas & Flh.d.l:l i can b irtaled lon e cument wser of len al users that
zhare thiz computer Vou must have admnisieator nghts ko mstall the zeftngs for al
uzars Install this application lar

@E.--ym:-; who wses this compuler

() Oirsby foe e i)

¢ Back MNext Cancel
| l |

Select the option for "Anyone who uses this computer" and click "Next".



Click on "Next". You will then see the progress bar as the program is being

installed.

& Visual FoxPro ODBC Driver Setup

Reachy ta Install the Application

Lhick Next bo begn nctalation

Chick the Back button to reenter the installation infoemation of clck Cancel bo ext
the wizaid

| < Bach l Mext> | [ Cancel

& Visual FoxPro ODBC Driver Setup :.E|
Updating System /AA)'
The heatuwes pou selected ae cumenty being installsd
[ 1=

Initizlzing ODBEC drechones
ODEL Duiver Micaoeolt FouPro WP Drvves [*dol] forcang foldes  \System32

(T I
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After installation is complete the message box below will appear. Click "Finish"
to complete the installation.

i% Visual FoxPro ODBC Driver Setup =)

Visual FoxPro ODBC Driver has
been successfully installed.

e Fru buglan fo esal Bhs instalation
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VIIl. Steps for installing MDAC Update
Access the FleetCommander web site at www.fleetcommander.com. Click on
“‘Download MDAC Update”. You will then see the following message box:

File Downioad x|

U ] You sre downlosdng the fils
</

Frc-Q301457_WINZ000-NT &6 from bel

wiould vou Boe bo ¢ per the fe af save d 1o you compuder?

| Doer S ave | Carice | Miore Il ]
L 4L s i |

Click "Open". The MDAC Update will begin downloading and then present this
dialogue box:

WinZip Self-Extractor - Setup-MDACZ.6_Fix-030... [X]

T o wrep al liss o thas sed-esbiaciorn his 1o Hhe { s I
rmefued Fabder preds the Ursis bulton
Uinzip lo [oides

[T Bowe. | g |

B Dwensmla fes walhout pompiing I

Click "Unzip", you will then see the following message box.

WinZip Setf-Extractor [X]

& File{s) unzipped successhully

QK

Click "OK".
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You will then need to run the file that has been downloaded. Do this by going to
Start\Run and click "Browse". You will then need to select the folder that the file
was download by following the path of C:\Program Files\Voyager
FleetCommander\temp\MDAC2.6_FIX_Q301497_WIN2000-NT.bat and clicking
"OK".

Run i3]
-_j_ Type the name of & program, Foldar, documant, or
L Irternet resourcs, and Windows will open & For you
o te A & FI 1497 i T [

You will then receive the following message showing that the update has been
successfully installed.
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Installation Procedures

Review the pre-installation notes for instructions on installing any prerequisites
that may be necessary for the version of Windows that is installed on your PC.
Also please make sure that all other applications are closed, especially email
applications like: Outlook, Lotus Notes, CC:Mail, or Virus scanning software like
McAfee and Norton.

Voyager FleetCommander should be downloaded from the FleetCommander
web site at www.fleetcommander.com. Before downloading, setup information
and security background should be reviewed on the FleetCommander web site.

After downloading any prerequisites needed, if any, click on the link "Download
FleetCommander" to begin the installation. You will see the following dialogue
box:

|

|
ol i Chiogen 0 oowrioad i from i iocaton
Sehupck EXE from v lesbcommandet com
We'hal vanusid pou e 1o do welh thez his?
{ "R ths progpam from s cutienl localion
[+ Sava Thiz plogram o disk
F
. I Cancel | Mgie Info ]

Select “Run this program from its current location”. Then click “OK”.
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Next you will see...

Security Warning |

D pore v by mstiall e e S ebupdt EXE from
wasy leelcommands. com

The publiches cannot be detesmined due to the problen:
below

Authenhcode mgnahuee not [ound

i I! Ha [ Mors |réa I

Click “Yes”. The FleetCommander Installation and Startup will begin.

If the necessary prerequisites are not installed on the PC before
FleetCommander you will be shown the error message that corresponds as
below:

If XML Parser 3.0 or greater has not been installed on the PC, the message
shown below will appear. Please return to the prerequisites and install XML
Parser before proceeding with the FleetCommander installation.

Microsoft XML Parser i |

Microsoft M5 =L Parser 3.0 not
found. ¥ou need M3 =kML Farser
wversion 3.0 installed onywour pc.

Fleetcommander installation will not
continue, please contact yaur [T
supporto install kS =ML Farser
fram FleetCommander web site
vnirwy fleetcommander.caom
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If MDAC2.1SP2 or greater has not been installed on the PC, the message shown

below will appear. Please return to the prerequisites and install MDAC2.1 SP2

before proceeding with the FleetCommander installation.

|
| —]\ MDAC 2.1 or Later Required !

FlesConreaicier hos found dal MOAC 21 o Lales ix noft inatalled
o gour corpuier Pesse metsll Wicramoh's W08C 271 m laer
ardd hen by instaling FlestCommandes again. I youw reed a capy
of MDA 20, o can get k om Micrond [E wiebails of fam
Fritpa s vaa fleabcormander comdmdac 2l ave

If the necessary prerequisites have been installed FleetCommander will continue

as follows:

41 voyager FleetCommander Installation x|

i3 el [

= \ CICOIE |
1k mstalshor geogiam will mstel Viepager Fleeilonmmendsr
Deiklop
Flaaze clote o Ik penirg soolicsbors. Vou can check the
e applcShons by prering [Tnfl = o)
Precs the Mot Butlon 16 #ait the milalshan Yo can press
the Cance butan now § jou do hal weed 1o milall Vigager
FleetCommander o et bme

Head I Cancal |

When you see this window, please close all other applications you may have

running. Then click “Next”.
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If there is a previous version of FleetCommander already installed on the
particular machine, the below dialog box is displayed. This dialog box will not be
displayed for a fresh installation. Click the "Next" button to continue.

#1 Voyager FleetC ommander Installation L) i |

L .-‘-"'\ Previous Version of
FleetConmander Fowund!
An eatis verson of Viopager FlastCommands & radaled on

iy g henes, | wois veiehs | condirdn this ctalation, the
Enrke wored will b eemosed

Prezis s Bl badton o contrus e mstallsbgn o fhe
Cariced bofion 1o soar ke ol alation

[ I Cancel |

When the earlier versions are deleted, FleetCommander displays the following
screen to select the directory to copy the files. When installing FleetCommander
for the first time, you will see this screen after the “Welcome!” screen as shown
above. The default directory is "Voyager FleetCommander" under "Program
Files". It is recommended to install FleetCommander in this directory. Click the
"Next" button to continue.

<1 Chasse Destination Lacation £ |

et il ! ol gt Flessi nrmrarvien wn the lolloeang
Frokdes

Toritsl rio & diteens lolder, ook Biowee, s uslecl
ariihems folde

Woid pan ehoose rol o nslal Visaget FlesiC mnarder by
chebing Carcrl A el Sl

Dipsmeiml i F ke
L \Progeam Flea'WomgerPesiCommendsr Broses

¢ Binch Brr || caee |
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FleetCommander Setup is now ready to install FleetCommander. Click "Next" to
continue.

#3 Start Installation x|

Fonat daewe gt el S Lrestecdd Virvengeer
FlegtCommander.

Pawss tian Mask boiton to began the mddalabion of tha Back
badton bo peerher e mabalaine wfoemalon

Elack Hest Cancal ]

Voyager FleetCommander Setup will install the required files on your machine. If
the following dialog box is displayed and if you do not encounter any problems
during the installation, then the installation of Voyager FleetCommander is
successful. You can view the ReadMe file by the checking the box on the screen.
Click “Finish” to complete the installation.

#1 Yayager FleetCommander Installation x|
'D\ Instaliation Completed!

Tha nstallahon of Yopage FlesiCommander has boen
sucCeprly compirled

Prgss ke Farash brton Lo e s et alales

I | wizh b vaew the Fieadhle Fie
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Release Notes

Introduction

FleetCommander can best be installed by accessing the FleetCommander web
site at www.fleetcommander.com. The FleetCommander web site contains
comprehensive start up and background security information that should be
reviewed before installing FleetCommander onto your PC. Also, before installing
the Voyager FleetCommander, make sure that all other applications are closed,
especially e-mail applications like: Outlook, Lotus Notes, CC:Mail, or Virus
scanning software like McAfee and Norton. You must also have Internet
Explorer 5.0 or later installed on your machine or network. Depending on which
version of Windows you have on your PC, you may need certain prerequisites
installed which can also be accessed on the web site or as shown in the Pre-
Installation Procedures section of the manual.

FleetCommander 5.7 offers the same excellent benefits as the previous version;
exceptions reports, detailed graphs, and summary reports, along with several
new notable new features:

e User Manager -- The User Manager has major benefits such as allowing
FleetCommander users that are administrators to create/modify/delete
users. The User manager also allows users to update their details such
as phone/fax/address which helps Voyager keep the customer contacts
more up to date.

e New Columns added --

Card & Driver Codes 1-5 -- This allows the user to see the codes tied
to the Driver, Vehicle and Card of a particular transaction all at once.
Previously the user could only view one at a time by switching the
Organization of.

Location Name -- Allows user to view the name of the merchant
where the transaction took place, rather than only the vendor name.

Level 1-7 -- The user now has the ability to view the levels that are
tied to a particular transaction at the time of sale. (These columns are
view only, search criteria cannot be selected due to the fact that the
same action is performed by making selections in the Org Tree
window.)
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Keyfield -- Indicates a unique number that is tied to a particular
transaction. It is easy to discuss details of a transaction by using the
keyfield value as an identifier.

New columns available for Summary Reporting -- Users now have the
capability to run reports on Vehicle Description, Vehicle Codes 1-5, Card
Codes 1-5, Driver Codes 1-5, Location Name, and Levels 1-7.

Exporting now 400 times faster.

Users have the ability to change the cell colors that identify transaction
rows by type.

New Date selection window added which simplifies date selection.

Explanation corresponding to letters now shown in Exception Options
Window.

Ability to resize column widths.

There are now the options to Select All/Remove All when making column
selection.

User now has the ability to directly edit values in Move/Hide Columns and
Select Sort Options windows.

User now has the ability to directly edit values on Gross Purchase, Net
Purchase, Exemption, Time, Odometer and all Tax forms.

Ability to "drop down" the Organization Level tree box.

Transaction type totals by count and dollar amount now displayed at the
same time.
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Start Up

To start FleetCommander, click on the Start button at the bottom left corner of
your screen. Then highlight the Programs link. From the Programs menu that
appears, highlight Voyager and then click on FleetCommander. This will start up
the FleetCommander software installed on your PC.

% Windows Lpdate

i 3
r E Bl N (5 Accessories
= @ Skarkup r
I @ Documents . ﬁ Internet Explorer
% S . |'_'$| Cutlook Express
etkings =
E |E| Yoyager k FleetCommander
=) @ Search
::) r‘gjj Uninstall FleetCommander
eals £ UserSetup
§ Rur...
E Shut Dowr, ..
o |
A Fr
Mstart || 1] € 53 |
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Once FleetCommander is loaded your screen should look like this:

o Vipagei FlestCommarsbe: - 5 7000 |5 =]
[ Brptuficaghs Pulsercer  Hep

L

Main Screen

Note: For FleetCommander to function, transaction data must be imported from
the Voyager web server. To access the Voyager web server a fleet manager
must have the proper security clearance. Once a Logon ID and password have
been set, you may begin the File import process.
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Security

Installing Voyager FleetCommander does not include installing any transaction
data for reports. In order to run reports, data files must be imported. And in
order to get the data files, an appropriate user name and password must be
created. Logon IDs and passwords are issued by Voyager to the Fleet Manager,
who then accepts administrative authority for the entire organization or account.

Organizations may be visualized in levels as shown by a typical org-chart:

State

Lewel 1

Government
|
i y
% Transportation General
E Department Services
T ]
= I ' — |
‘ Reqgion 1 ‘ ﬂ:ﬂ:ﬂ‘.lnz ‘ City 1 l [ City 2
I | 5
£ S |
=1
T, District 1 District 2 | District 3
ak
]
r—) ] E
B : S, )
Ly 1
g Zone 1 Zone 2 Zone 3 i Zone 4
-

When users are created, they must be assigned to one of the organizational
units. For example, consider a user created and assigned at Region 2, Jane
Smith. Jane can see any of the Voyager transactions that occurred on cards,
vehicles, or drivers who were assigned to Region 2 or below (green). But Jane
would not be able to see transactions occurring outside of the Region 2
organization (non-green). The general rule is that a user can only see
transactions that occurred at the node in the organization where that user is
assigned and in all organizations below.

Similarly, a user created at District 1 would be able to see only those transactions
where the District 1 or below (blue) org units were involved and a user created at
General Services would only be able to see transactions where one of the three
General Services org units (yellow) were involved. If there were a desire to have
a high level fleet manager in this organization, it could be created at the only
level 1 org unit - State Government - and this user would be able to see all the
transactions. The only limitation to this is that performance will suffer when a user
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is setup in the organization where there will be a very large number of
transactions.

An Enrollment Form must be filled out, signed, and faxed to 1-800-987-6592 in
order for a user id & password to be setup.

Once a user is established at the correct organization unit, and that user has

been designated to receive files for import, then that user will be able to retrieve
and import data files.
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Basics Main Menu

[ Vorags FlesiCsnmarsied - 570D

e Proctufiagha Pubsercer Help

Main Screen

When FleetCommander opens, a blank screen is shown with a menu bar at the

top displaying five options:
e File
e Report/Graphs
e Preferences
e Help
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File Menu

To select any option, highlight and hit enter, or move the mouse cursor over
the option and click the left mouse button.

1. To select the file menu you can press the alt key and the letter F key or you
can move your mouse cursor over the word File and click the left mouse

button.

2. The options from the file menu are:
e Import Transactions — allows user to import data into FleetCommander
e Delete Transactions -- allows user to delete data in FleetCommander
e Exit FleetCommander — allows user to exit FleetCommander
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Reports Graphs Menu

Further description, and methods of use for the Reports/Graphs Detail Screen
are given in the Reports/Graphs Detail Manual. Please refer to the
Reports/Graphs Detail Screen for help in the usage and functions of this screen.
The Reports/Graphs Detail screen is capable of creating customized report
formats, and graphical representations of your transaction data.

1. To select the Reports/Graphs menu, press the alt key and the letter R or
move your mouse cursor over the words Reports/Graphs and click the
left mouse button.

2. The only option for the Reports/Graphs is Detail. This option allows the
user to view the screen that displays data within FleetCommander.
Data must first be imported into FleetCommander before the user will be
able to use the detail screen. (See Importing Transactions into
FleetCommander on page 53.)
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Preferences Menu

The Preferences Menu allows the user to adjust the settings and format of
FleetCommander, i.e. headings, columns, position, etc. All changes that can be
made within this menu can also be done within the Report Detail Screen. When
you make changes within the Preferences menu, you define the default view by
which FleetCommander will display transaction data whenever you open the
Report Detail Screen.

1.

To adjust the preferences for the settings in FleetCommander, move the
mouse cursor over the word Preferences or press the alt key and the
letter P.

. The only option listed is Columns. Move the cursor over the word

Columns and another list of options will appear.

. To change the position and appearance of the columns, move the

mouse cursor over the words Position/Appearance and click the left

mouse key. This will open a screen which enables the user to change
the order in which the columns are viewed and allows the user to hide
columns that are not wanted.

. To select the order in which the columns are sorted when viewed, move

the cursor over the words Sort Settings and click the left mouse key.
This screen allows the user to change the order in which columns are
sorted, either in ascending or descending order.

. To change the titles of the column headings move the mouse

cursor over the word Headings and click the left mouse key. This will
open a screen which enables the user to change the names of the
column headings to other titles that may fit the user’s needs better,
depending on how the account was originally set up.

E" Yopager FleetCommander - 5.700.0

Eile BeportzdGraph: BRECEIE

Help

Position # &ppearance
Sart Settings
Headings

Columnz

Changing order of columns

1.

The position of each column may be changed by clicking on the right or
left arrow next to the Select Sequence box. By doing so, the numbers
will either ascend or descend depending on which arrow is clicked.

e right arrow — numbers will ascend

e left arrow — numbers will descend
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These numbers can also be changed by clicking in the Select
Sequence box and entering a number between 1-60 on the keyboard.

2. As each column number is manually changed by the user, the other
column numbers will automatically change.

Select Columns fo Display Select Sequence Sulect Cobimns io Display Select Sequence
[+ Accaint # | i I~ Local Tax
[+ Date [ A [~ Mise Tax
[+ Time | [~ Wehicle Code 1
[~ Driver # 4 [~ Wehicle Code 2
[~ Driver Kame K [~ Wehicle Code 3
[+ wondor 7] [~ Wehicle Code 4
[ Addiess [ & [~ Wehicle Code 5
[« City - I~ Location ¥
[+ State o) [~ Full Hoa- Fiel
[+ fip ] [~ PO Number
[~ Transaciion I0 BT [~ Wel Purchase
[+ CardiD T ._{% [~ Heyfiald
[+ Vehicte & I I~ Location Mamz
[~ Wehicie Description il ™ Draver Code 1
[~ License T [~ \Diiver Coda 2
[~ WN EET [~ Duwver Coda 3
[+ Ddometer BET [~ Deiver Code 4
[+ Product | 14 [~ IDewvor Code S
[+ Units 1o =lie] [~ Card Code 1
[ Cost per Unit 14@ [~ Card Code 7
[+ Gross Purchase F3) [~ Card Code 3
[~ Cost per Mile [ 33 [~ Card Code 4
[~ Miles por Galion | [~ ‘Card Code 5
[+ Ecophions a4l I~ Lol 1 Tex
[+ Purchase Melhod | 2 [~ Level # Texd
[ Serico 2 [] [~ Liwel 3 Texd
[~ Foderal Tax [~ Level 4 Texdt
[~ Primary SF1 } I~ Level 5 Text
[ Secandany SF [ 29 I~ Lovel & Text
[~ State Sales Tax T [~ Level 7 Text

ok || Cancel | Defauts | Setectan || Clear

Column Preferences Window

Hide/Unhide Columns:

1. Columns are viewed by clicking on the box in the Select Columns to
Display box next to the column that you would like displayed. If an X is
in the box, the column will be displayed.

2. To hide a column, make sure that the box in front of the column is blank.

All of the columns that have an empty box in front of the name will not be
shown in the Detail Screen.
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Sort Settings

1.

After choosing the option the user must select the columns to sort by
clicking on the boxes in the Select Columns to Sort box. By marking
each column, the user is asking that the column be sorted either in an
ascending or descending order. The position of each column may be
changed by clicking on the right or left arrow next to the Sort Priority
box. By doing so, the numbers will either ascend or descend depending
on which arrow is clicked.

e right arrow — numbers will ascend

e left arrow — numbers will descend
These numbers can also be changed by clicking in the Sort Priority box
and entering a number between 1-60 on the keyboard.
Next the user chooses the sort direction by clicking on Ascending or
Descending in the Select Sort Direction box. To change the direction,
click on the box that is labeled ascending or descending and the
direction will change.
The final option in the column menu allows the user to change the
column headings.

Tamncimsonsoamress

Select Columns to Sort Sart Prigrity Sort Direction Select Columns 1o Sort Sart Friarity Sort Direction
A ] Ascendng | ki [ 1
. e Astendng | r
£ T A Ascendng | bl {4
e == r =
-
™ Wendor r
i r
[ iy ci
[~ Sesie i
[ m = [ fie =
r (]
[ Cawd@ I= Lo
[+ ‘Wehicls & - Aszendng [
r 1 | il
r r
i r
[ Odometsr o
[~ Preduct I ot
[ Emits =
[~ Cosl per Linit r
[ Gross Purchass E:
r el — O
r i il
™ Eaceptisr i
[ Purchase Method = i
[ Serves r
ter o
r — o —
r o
r [T =
ok | Cancel i Detauits |

Transaction Sort Sequence Window
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Change Column Headings:

1. To change the column headings in the Column Rename Option box,
highlight the heading that you wish to change.

2. Press the delete key and type in the new heading.

3. When finished changing column names, click OK.

§ Column Renams 0 plions HE

Column Renams

Ender New Column Hame:

[m |G.-css Purchase |"h:[ Purchase
Date Costper Mile |*€eyﬂeld
Time Miles per Gallan |.'.¢cati-:rn Name
Driver # |Ercepﬁ|:r:s |Driuer Code 1
Driver Name FPurchase Method |Dri-.-erCc-:$n32
Vendor Service |E]ri1.ler Code 3
Address Federal Tax |:Iri1.-er Code 4
City Primary SFT |:Ir|uerl3|:.n:!e5
|State |Secondary SFT |Card Code 1
|Eip |Etate Sales Tax |Ear::| Code 2
[Transaction ID |Local Tax |Card Code 3
Card ID Misc Tax Card Code 4
Wehicle # Wehicle Code 1 Card Code 5
Vehicle Description Wehicle Code 2 Level 1 Text
License Wehicle Code 3 Leval2 Text
WM |".-fehi-:le Coded Level 3 Text
Odometer |'-..fehicle Code5s Leval 4 Text
Product Location # Level & Text
Units Fuell Mon-Fuel Leveld Text
Cost per Unit |F'I3 Mumber |:_e val T Text

ak I Cancel Defaules |

Column Rename Options Window

From inside the reporting screen the user can make changes to their column
position and sorting through Move Hide Columns and Select Sort Options.
Column headings can be altered by right clicking on any column heading.



In Reports/Graphs\Detail the user has the option to change several other
preferences.

Yoyager FleetCommander - 5.700.0

File Graph BREEEL=2 Help

LColors
v Dizplay Tatals
v Expand Org Tree

Change Product Category Colors:

The user may change the colors that correspond with each product category by
selecting the Colors option under Preferences or left clicking on the category box
down at the bottom in the Grand Totals. If Preferences is selected the box below
is shown.

ME’CE‘ifﬂnéﬂUE Select Color
]'.'i| Select Color
]:TLI-:-I Select Colar
‘ 0k I Cancel I | Defaults I
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By left clicking on the Select Color button or on the Category box itself, the next
window will appear.

Color 2] ]
Basc color:
el e
BT FMTEEN
ErTEET N
EMEEEEENR
EEEEEEEE
T I I

Custom colog:
TR
FEEEEEEN

Define Cuslom Colois 3 |

(0] 4 I Cancel J

From this point the user can customize their color selection to make the different
product categories in FleetCommander stand out more if needed.

Display Totals:

The totals displayed at the bottom of the Reports/Graphs\Detail screen show the
total transactions and dollar amount spent by product category along with a
grand total. These totals options can be turned off and on by selecting Display
Totals in Preferences.

Expand Orqg Tree:

The organization tree in the top right hand corner of FleetCommander will now
drop down so that the user can more easily view their organizational hierarchy
when making a selection to query. This can be turned off or on by selecting
Expand Org Tree in Preferences.
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Importing Transactions

Why do | need to run the File Import?

When you install FleetCommander on your computer, you will not find any data in
the database for you to review. [f you wish to view the details of your fleet, you
have to import the files into the database.

Where do the files come from?

The system administrator will designate transaction data to be posted to the
Voyager web server for a specific organizational/agency level. Transaction data
is pulled from the Voyager mainframe system, bundled, and then posted to the
Voyager web server. The FleetCommander user will then use their Login ID and
Password to access the Voyager web server, via the internet, and then import
files into their FleetCommander Desktop software. ( See Security on page 42.)

How do | run the File Import?

Files will be imported through the Voyager web server. To open the program,
click on Start\Programs\Voyager\Fleetcommander

Programs b @ ACcessories ,

@ Skarkup *
Documents ; ﬁ Inkernet Explarer
Sy : IE;’J Dutlaok Express

= E Yoyager FleetCommander
Search * Z| ReadMe File
%'j Uninstall FleetCommander

Heo € LzerSetup
Fun...
Shut Do,
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Click on File\lmport Transactions

Yopager FleetCommander - 5.700.0

Beports/Graphs  Preferences  Help
Impart Tranzactions |
Hemove Tranzactions

Exit FleetCommander




Accessing the System

After selecting Import Transactions, the following Dialog box appears, it will
require some input on your part. Please enter your FleetCommander user name
and password information. This information can be saved by checking the box
Save Passwords. If the computer running this program is directly dialed into the
internet, then Proxy settings are not required. Each network has unique Proxy
settings, to get the correct settings please contact your system support people or
an administrator. Click on OK to continue.

i Metwork Logon =]

FlaatCormimandar

- 0% I
Lagarn |-' gila]
1
Pazgiod | Ex |
[«  Save Passwords
P 5 e
[ Access lhe Internet Linng & Praxy Sered
Addiers I Pot
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A series of messages will appear at the bottom of the Network Logon box as
FleetCommander tests your internet connection and verifies your User ID and
password. If all information is correct, another series of screens will go by as your
File Import list is being built.

95



If there is a problem with your internet connectivity or proxy settings, if any are
entered, you will receive this error message:

+# Hetwork Logon

If there is an error entering the User ID or password information you will receive
the error message below:

) T Netwark Logon
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File Import Window Breakdown

The next screen that appears will show you a list of Available files to import on
the left. Select the files to download by clicking select all or by clicking on each
file and then click the select button. If an error occurs during the import you can
go back into FleetCommander and click show aborted files, by doing this the list
of available files changes to aborted files. Reselect the file and try to download it
again.

The red lettering on the bottom is the status of the import. Once it says import
complete, click on "Exit" in the bottom left hand corner or the X in the upper right
hand corner. The following box will appear, click on “Yes”.

it LT AR TR L RN TR LAY i I

File Import Window Breakdown

After FleetCommander restarts, the data is ready to be viewed. Click on
Reports/Graphs, go to Details.

Yoyager FleetCommander - 5.700.0

W FPreferences Help

The Reports/Graphs\Detail screen will then appear, and you may begin using
FleetCommander to view your transaction data.
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What happens if | try to import a file, which is already imported?

You can always import a file which is already imported. FleetCommander gives
you an information message that you already imported the file. If you still want to
continue with the import, FleetCommander will replace the old data with the new
file you are importing.

What should | do if | face any problems while running the File Import?

If the program displays any error during the import, please copy the error
message, give a brief description of the steps leading to the error, and email it to
us at FleetCommander@usbank.com

We appreciate your comments or suggestions.

How do | select more than one file at a time?

You can select the files by any of the following ways:
e Double click on the file you want to select.
e Select the file and click on "Select".

e If you wish to select more than one file at a time, hold down the "Ctrl" key
and select the items with the mouse.

e If you wish to select a group of files at a time, hold down the "Shift" key
and select the items with the mouse.

¢ Clicking the "Select All" option will select all files available for import.
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Reports Graphs Detail

This is a snapshot of how the Reports/Graphs Detail Screen looks once it has
been opened. Itis this screen and its usage that will be the main focus of this

manual.
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Reports/Graphs Detail Screen

The Report/Graphs Detail Screen is used to view data that has been imported
into FleetCommander and is specific to your organizational level. The following
section gives a basic overview of the screen's functions.
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Reports Graphs Detail Screen
Breakdown

The following diagrams give a brief overview of each buttons functions in the
Reports/Graphs Detail Screen. Click on any of the links below for a more in
depth description.
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Move Hide Columns

Select Columns ie Display Select Sequence Sulect Cobimns ia Display Select Sequence
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Column Preferences window

After selecting the Move/Hide Columns option the Column Preferences
window will appear. Within this window you can select which columns you would
like to display and the order which they will be displayed within the report screen.

1. Columns are viewed by clicking on the box in the Select Columns to
Display box next to the column that you would like displayed. If an X is
in the box, the column will be displayed.

2. To hide a column, make sure that the box in front of the column is blank.
All of the columns that have an empty box in front of the name will not be
shown in the Detail Screen.
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The Select Sequence column will tell you in what order these columns are to
appear on your screen.

1. The position of each column may be changed by clicking on the right or

left arrow next to the Select Sequence box. By doing so, the numbers
will either ascend or descend depending on which arrow is clicked.
e right arrow — numbers will ascend
e left arrow — numbers will descend
These numbers can also be changed by clicking in the Select
Sequence box and entering a number between 1-60 on the keyboard.

2. As each column number is manually changed by the user, the other
column numbers will automatically change.

As with most programs, the opened window can be closed without making any
changes, by clicking on the CANCEL button with the left mouse button. As the

user is changing the selection criteria in the column, DEFAULT can be selected
to set the columns back to their original state.
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Select Sort Options

lamochomSotSommnes ——————— |

Select Columns to Sort Sort Pricrity  Sort Direction Select Columns to Sort Sart Priority  Sort Direction
¥ Arzour 8 e Ascendeg | o [ 1
~ Bate [_iab| Ascening | T o
& T [ i Ascendeg | dhhesasie. R
r W r W
r r
I~ Wendor — = -
I | r
[~ city 1 i =
[~ Stale ikl
I = [ i =
r = ™ %
[ CadB@ | BRE
[+ Wehicle & [ il Aszendng || o T
r Deserifn | 7|
r il
I i i
[ iwdnmetar F
[ Preduct I it
[ mits [z
[~ Cosl per Unii I i —
[ Gross Purttase s
r 3 e e C —
r i
™ Exceptisen — E Tir
[ Purchase Methad Il
I Servee = r B
I Fui I im
T Pl 1 =
r I
r - I =
r

ok 1 Cancel i Detauts |

Transaction Sort Sequence Window

By left clicking on the Select Sort Options button the Transaction Sort
Sequence window will appear. Within this window you can choose columns to
sort, the order in which to sort them, and whether they will be sorted in ascending
or descending order.

1. Columns are sorted by clicking on the box in the Select Columns to
Sort box next to the column that you would like displayed. If an X is in
the box, the column will be displayed.

2. To hide a column, make sure that the box in front of the column is blank.

All of the columns that have an empty box in front of the name will not be
shown in the Detail Screen.
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The Select Sort Priority column will tell you in what order these columns are to
be sorted.

1. First the user must select the columns to sort by clicking on the boxes in
the Select Columns to Sort box. By marking each column, the user is
asking that the column be sorted either in an
ascending or descending order.

2. The position of each column may be changed by clicking on the right or
left arrow next to the Sort Priority box. By doing so, the numbers will
either ascend or descend depending on which arrow is clicked.

e right arrow — numbers will ascend

e left arrow — numbers will descend
These numbers can also be changed by clicking in the Sort Priority box
and entering a number between 1-60 on the keyboard.

3. Next the user chooses the sort direction by clicking on Ascending or
Descending in the Select Sort Direction box. To change the direction,
click on the box that is labeled ascending or descending and the
direction will change.

As with most programs, the opened window can be closed without making any

changes, by clicking on the CANCEL button with the left mouse button. As the
user is changing the selection criteria in the column, DEFAULT can be selected
to set the columns back to their original state.
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Select Summary Columns
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Summary Column Selection window

In order to view summary reporting, click the Select Summary Columns button.
This will bring up the Summary Column Selection window. The options on the
left side are columns that will be summarized and the options on the right side
are the summary fields that will be displayed.

1. Columns are viewed by clicking on the box in the Select Columns to
Display box next to the column that you would like displayed. If an X is
in the box, the column will be displayed.

2. To hide a column, make sure that the box in front of the column is blank.

All of the columns that have an empty box in front of the name will not be
shown in the Detail Screen.
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You can also choose the order in which you would like the columns to be sorted
by clicking the left or right button underneath Select Sort Priority.

1. The sorting priority of each column may be changed by clicking on the
right or left arrow next to the sequence box. By doing so, the numbers
will either ascend or descend depending on which arrow is clicked.

e right arrow — numbers will ascend
e left arrow — numbers will descend

2. As each column number is manually changed by the user, the other
column numbers will automatically change.

As with most programs, the opened window can be closed without making any
changes, by clicking on the CANCEL button with the left mouse button. As the
user is changing the selection criteria in the column, RESET can be selected to
set the columns back to their original state.

(Note: Data must be viewed before summary reporting can be performed. This

can be done by using FleetCommander's default of the last week of imported
transactions or by the user setting certain criteria and clicking the View button)
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Reset Column Formats

Certain data columns can have the format changed by right clicking on the
column while viewing data within the Reports/Graphs screen. The columns that
can be formatted differently are the Date, Time, State, Product, Odometer,
Miles Per Gallon, and Cost Per Mile columns. To return to the original column
format click on "Reset Column Formats".
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Selecting an Organizational Level

Once a User has opened the Reports/Graphs Detail Screen, they must first
select the Organizational/Agency Level at which they wish to view transaction
data. Please note that a user may only view transaction data by the
Organizational/Agency level to which they have been granted access. User ID
and Passwords, created by the Organization/Agency Administrator, designate
the level to which a user is granted viewing privileges.
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Reports/Graphs Detail Screen with Organizational/Agency Level Breakdown

When a user is ready to view data they must first select the Organization/Agency
level at which they wish to view data. To do this you must:

1. Move the mouse cursor to the Organization Window at top right hand
corner of the Reports/Graphs Detail Screen.

2. Above this screen are the three characteristic structure compositions;
Vehicle, Driver, Card. Moving the cursor over the appropriate circle
and pressing the left mouse button designates these. A user must
select one of these options depending upon whether their Voyager
account is tied to Vehicle, Drivers, or untied Cards.

3. The first level (Contract Level) of the organization should be listed as a
folder in the Organization Window.
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4. If there is a “+“ in the folder, it means that the folder contains another
level. Click on the “+” to expand the organization tree until the proper
level of the organization is displayed.

5. Left click on the level at which you wish to view transaction data. Then
left click the “View” button and data should appear on the screen. Please
note that FleetCommander’s automatic default is to pull transaction data
for the most current week of imported data.
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Changing the Selection Criteria in
Columns

When the database is opened in the Detail Report Screen, the user is able to
view all data that has been included in the report. Please note that some
columns may be empty due to the way your account has been set up. For
example, if your cards do not prompt for an odometer reading, the odometer
column will not display any data. By changing the selection criteria in the
columns within the Detail Report Screen, the user is able to view transaction data
that is specific to their needs.

The user may change the selection criteria of the data in the Report Detail
Screen by choosing each column and determining which variables should be
listed. The user may change the selection criteria in as many columns as they
choose or they may choose to view the report without changing the columns at
all.

By clicking on the column headings, with the left mouse button, a window will
open allowing the user to change the selection criteria in the column. Only
columns that contain data will be able to be changed. Each column will be
discussed in detail on the following pages.

As with most programs, the opened window can be closed without making any
changes, by clicking on the CANCEL button with the left mouse button. As the
user is changing the selection criteria in the column, they can choose
DEFAULT/SELECT ALL to set the columns back to their original state.

When first opening the Reports/Graphs\Detail screen, you will notice that all the
column headings, except for “Date”, are in Black print. Column headings in black
print indicate that data within that column has not been altered or queried for
specific criteria. When you left-click a column and alter that column’s selection
criteria, that column’s heading will change from black print to red. You will also
notice that after making changes to a column’s selection criteria, the “View”
button will change to red print as well. The red print indicates that the “View”
button must be clicked in order to re-query the database so that a new set of
transaction data may be displayed for the column selection criteria you have
indicated. Once the “View” button has been clicked, and the new transaction
data is displayed, the column heading print will change to blue. Blue print on a
column heading indicates that the selection criteria for that column has been
altered or queried.
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Account Number

The Account Number column displays the account number that the transaction
occurred on.
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Account Selection Options Window

The Account Number column allows the user to view transactions that happened
on a specific account number, or on a set of multiple account numbers. The user
selects an account number, or range of account numbers, and FleetCommander
will display the associated transactions.

To change the selection criteria in the Account Number column:

1. Move the mouse cursor over the Account # column.
2. Click the left mouse button to display the Account Selection Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by :
e Searching for a specific account number
e Selecting from a list of the displayed account numbers
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View transactions which occurred on a specific account number:

1. Left-click the Account # column heading to display the Account

Selection Options window.

2. Enter the account number you wish to search for in the Enter Search Text

box.

3. When you have finished, left-click on OK.

View transactions which occurred on a range of account nhumbers:

1.

2.

Left-click the Account # column heading to display the Account
Selection Options window.

Left-click the Select From List box for a listing of the account numbers
within the transaction data you have selected.

. Left-click to highlight the account number or numbers you wish to view.

Left-click the selection again if you wish to clear that selection, hold down
The mouse button and drag to make selections in groups. Hold down your
Control key while clicking the mouse button to make non-sequential
selections. To select all account numbers, click Select All; to clear
account number selections, click Clear All.

. When you have finished, left-click on OK.

72



Date

The Date column displays the date that the transaction occurred. Please note
that when you first open the Reports/Graphs\Detail screen, the Date column
heading is displayed in red print. This is due to the fact that the Date column has
a built-in default to query for transactions in the range of the most current week of
imported data. Once the user selects the organizational level, and clicks on the
“View” button, transaction data for the most current week will automatically be
displayed, and the Date column heading will be displayed in blue print.
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Date Options Window

The date column allows the user to view transactions that occurred over a
specific point in time or on a specific day.

The user can look up dates within the following parameters:

All dates - view data over the entire time frame

Dates within Range - view data within a specific time frame

All Weekdays - view only transactions which occurred on
weekdays

Weekdays within Range - view transactions which occurred on

weekdays within a specific time period
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All Weekends - view transactions which occurred on

weekends
All Weekends within Range - view transactions which occurred on

weekends within a specific time frame
Specific Day - view transactions for a specific day
Specific Week - view transactions for a specific week
Specific Month - view transactions for a specific month
Specific Quarter - view transactions for a specific quarter
Specific Year - view transactions for a specific year

Date Display Format:

By right-clicking on any particular cell in the Date column, the user is able to view
the date within the column in one of three ways: MM-DD-YY, MM DD, YY, or
Julian Date (yyyy,mm,dd).

To change criteria in the Date column:

1. Move the mouse cursor over the Date button.
2. Click the left mouse button to display the Date Options window.
3. In this window, you can adjust the parameters which the data will be
displayed by :
¢ Entering the information in the appropriate blocks
¢ Moving the cursor to the appropriate circle
e Clicking the left mouse button to indicate your choice
4. If you selected a parameter with a date range you must select the date
range by :
¢ Clicking on the Date range button
¢ Choose the Start date and End date by scrolling to the proper
month and clicking on the specific day to start and end the range.

View transactions that occurred within a specific range:

1. With the left mouse button, click on the Date column heading.

2. The Date Options window will open.

3. Click on circle before Dates within range within the Dates Restriction
box.

4. When Dates within range has been selected, the Select Date Range
button will open in the Date Range Restriction box.

5. With the left mouse button, click on Select Date Range.

6. A window will open displaying the Start Date box and the End Date box.
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e To select a start date, use the scroll bar at the bottom of the
window to select the month that you would like to start viewing
records

¢ Once the month has been chosen, click on a specific day within
the month to begin viewing records

¢ To select an end data, use the scroll bar at the bottom of the
window to select the month that you would like to stop viewing
records

¢ Once the end month has been chosen, click on a specific day
within the month to stop viewing records

7. Make sure that the correct dates are shown in the boxes under the Start
Date and End Date.
8. Once the dates have been chosen, click on OK with the left mouse
button.
9. In the Date Range Restriction box, the start date should be in the
FROM box and the end date should be in the TO box.
10. If all information is correct, click on OK with the left mouse button.
11. If information is not correct, repeat steps 3-8.

View transactions that occurred on a specific day:

1. With the left mouse button, click on the Date column heading.
2. The Date Options window will open.
3. Click on the circle before Specific Day.
4. Use the arrow keys within the Date Restrictions box to select the date
you would like to view
¢ The left arrow key moves the dates back
¢ The right arrow key moves the dates forward
5. The dates will change within the Date Range Restrictions box.
6. When the correct date is viewed, click on OK with the left mouse button.
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Time

The Time column displays the time that the transaction occurred.
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Time Options Window

The Time column allows the user to view transactions that happened within a
certain time frame during a 24 hour period. The user selects the range to view

and the report will view transactions during that time frame only.

Time Display Format:

By right-clicking on any particular cell in the Time column, the user may view

information in 12 hour standard format or 24 hour military format.

Direct Edit:

The user can directly edit their search criteria by right-clicking in the Hour and
Minute portion of the Time Option window and entering a number between 1-12

for hour and 1-59 for minutes on the keyboard.




To change the selection criteria in the Time column:

1. Move the mouse cursor over the Time column.
2. Click the left mouse button to display the Time Options window.
3. In this window you can adjust the parameters which the data will be
displayed by :
e Entering the information in the appropriate blocks or
e Moving the cursor with the appropriate arrow key
e Clicking the left mouse button to indicate your choice

View transactions that occurred within a specific time period:

. Click on the Time column heading with the left mouse button.

. The Time Options window will open.

. Use the scroll bars to change the hours and minutes.

. In the Starting Time box, select the time that you would like to view
transactions, choosing either AM or PM.

. In the Ending Time box, select the time that you would like to stop
viewing transactions, choosing either AM or PM.

6. When the correct time has been entered into the Start and End Time,

click on OK with the left mouse button.
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Driver Number

The Driver Number column displays the driver number used in the transaction.
By using driver numbers you can view transactions for a specific driver or
multiple drivers. You do not have to know driver’s names, just the driver number.
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Driver Number Selection Options Window

The Driver Number column allows the user to view specific driver numbers.
When the Driver Number window is open, the driver number and the name of the
driver is displayed. The user has the option of; viewing one driver number, any
number of driver numbers, or all of the driver numbers.

To change the selection criteria in the Driver Number column:

1. Move the mouse cursor over the Driver # button.
2. Click the left mouse button to display the Driver Number Selection
Options window.
3. In this window you can adjust the parameters by which the data will be
displayed by :
e Searching for a specific Driver number by entering the driver
number in the Enter Search Text box
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e Choosing from a listing of the available driver numbers in your
current transaction data by clicking the Select From List box
¢ Highlighting the lines with specific driver numbers
e Multiple driver numbers are selected by highlighting the driver
numbers that the user would like to view and clicking on OK
4. To clear all driver numbers, click on Clear All.
5. To select all driver numbers, click on Select All.

View transactions that occurred with a specific driver number:

1. Move the mouse cursor over the Driver # column heading.

2. Click the left mouse button to display the Driver Number Selection
Options window.

3. Enter the driver number that you wish to search for in the Enter Search
Text box.

4. When you have finished, left-click on OK.

View transactions that occurred with multiple driver numbers:

1. Move the mouse cursor over the Driver # column heading.

2. Click the left mouse button to display the Driver Number Selection
Options window.

3. Left-click the Select From List box for a listing of the driver numbers
within the transaction data you currently have displayed.

4. Left-click to highlight the driver number or numbers you wish to view.
Left-click the driver number again if you need to clear the selection. If
you wish to select all driver numbers, click Select All. To clear all driver
numbers, click Clear All.

5. When you have finished, left-click on OK.
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Driver Name

The Driver Name column displays the names of the drivers (last name, first
name, and middle initial) along with the driver number. By using driver names
you can view transactions for a specific driver or multiple drivers. You do not
have to know driver's number, just the driver name.
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Driver Name Selection

Options Window

The Driver Name column allows the user to view transactions that were made by
a specific driver(s). This is helpful for users to view the transaction history of
each of their drivers. As with the Driver Number column, the user has the option

of viewing one driver, any number of drivers, or all of the drivers.

To change the selection criteria in the Driver Name column:

1. Move the mouse cursor over the Driver Name button.
2. Click the left mouse button to display the Driver Name Selection

Options window.

3. In this window you can adjust the parameters by which the data will be

displayed by :

e Searching for a specific driver name by entering the driver name
in the Enter Search Text box
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¢ Choosing from a listing of the available driver names in your
current transaction data by clicking the Select From List box
e Multiple driver names are selected by highlighting the driver
names that the user would like to view and clicking on OK
4. To clear all driver names, click on Clear All.
5. To select all driver names, click on Select All.

View transactions that occurred with a specific driver name:

1. Move the mouse cursor over the Driver Name column heading.

2. Click the left mouse button to display the Driver Name Selection
Options window.

3. Enter the driver name you wish to search for in the Enter Search Text
box. (Note: This field is case sensitive)

4. When you have finished, left-click on OK.

View transactions that occurred to multiple driver names:

1. Move the mouse cursor over the Driver Name column heading.

2. Click the left mouse button to display the Driver Name Selection
Options window.

3. Left-click the Select From List box for a listing of the driver names within
the transaction data you currently have displayed.

4. Left-click to highlight the driver name or names you wish to view. Left-
click the driver name again if you need to clear the selection. If you wish
to select all driver names, click Select All. To clear all driver names,
click Clear All.

5. When you have finished, left-click on OK.
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Vendor

The Vendor column displays the vendor location at which the transaction

occurred.
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Vendor Options Window

The Vendor column allows the user to view specific vendors. This is helpful for
to determine how many of the overall transactions are occurring at each of the
vendors. The user has the option of viewing one, many, or all of the vendors.

To change the selection criteria in the Vendor column:

1. Move the mouse cursor over the Vendor button.

2. Click the left mouse button to display the Vendor Options window.
3. In this window you can adjust the parameters which the data will be

displayed by :

¢ Highlighting the lines with vendor information
¢ Multiple vendors are selected by highlighting the vendors that are

to be viewed and click OK
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View transactions that occurred at a specific vendor:

A OWON -

. Move the mouse cursor over the Vendor column heading.

. Click the left mouse button to display the Vendor Options window.
. Clear all records by clicking on the Clear All button.

. Use the scroll bar to find the vendor that you would like to view and

highlight the vendor by clicking on the vendor name with the left mouse
button.

. If you accidentally highlight the wrong vendor, click on the name and the

highlight will disappear or you may click on the Clear All button.

. When the correct vendor has been chosen, click on OK with the left

mouse button.

View transactions that occurred at multiple vendors:

A OWN -

. Move the mouse cursor over the Vendor column heading.

. Click the left mouse button to display the Vendor Options window.

. Clear all records by clicking on the Clear All button.

. Use the scroll bar to find the vendors that you would like to view and

highlight the vendor by clicking on the vendor name with the left mouse
button.

. If you accidentally highlight the wrong vendor, click on the name and the

highlight will disappear or you may click on the Clear All button.

. When the correct vendors have been chosen, click on OK with the left

mouse button.
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Address

The Address column displays the street address of the location where the
transaction occurred.
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Address Selection Options Window

The Address column allows the user to view the location of transactions that
have been made. The user may search for a specific location by entering a

street address.

To change the selection criteria in the Address column:

1. Move the mouse cursor over the Address button.
2. Click the left mouse button to display the Address Selection Options

window.
3. In this window you can adjust the parameters by which the data will be

displayed by :
¢ Searching for a specific Address by entering the street address in
the Enter Search Text box
e Choosing from a listing of the available addresses in your current
transaction data by clicking bold Select From List box
¢ Highlighting the lines with address information
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e Multiple addresses are selected by highlighting the street
addresses that the user would like to view and clicking on OK
4. To clear all addresses, click on Clear All.
5. To select all addresses, click on Select All.

View transactions that occurred at a specific address:

1. Move the cursor over the Address column heading.

2. Click with the left mouse button to display the Address Selection
Options window.

3. Enter the street address you wish to search by in the Enter Search Text
box.

4. When you have finished, left-click on OK.

View transactions that occurred at multiple addresses:

1. Move the cursor over the Address column heading.

2. Click with the left mouse button to display the Address Selection
Options window.

3. Left-click the Select From List box for a listing of the street addresses
within the transaction data you currently have displayed.

4. Left-click to highlight the street address or addresses you wish to view.
Left-click the street address again if you need to clear the selection. If
you wish to select all addresses, click Select All. To clear all addresses,
click Clear All.

5. When you have finished, left-click on OK.
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City

The City column displays the city that the transaction occurred in. Using the city
column, the user is able to view a buyer pattern or total transaction volume in a

city or group of cities.

City Selection Options Window
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The City column allows the user to view transactions that have occurred in
specific cities. The user may view one city, any number of cities, or all of the
cities within the database.

To change the selection criteria in the City column:

1. Move the mouse cursor over the City button.
2. Click the left mouse button to display the City Selection Options

window.

3. In this window you can adjust the parameters which the data will be

displayed by

e Searching for a specific city by entering the city name in the Enter
Search Text box

e Choosing from a listing of the available cities in your current
transaction data by clicking the Select From List box
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¢ Highlighting the lines with city information
e Multiple cities are selected by highlighting the cities that the user
would like to view and clicking on OK
4. To clear all cities, click on Clear All.
5. To select all cities, click on Select All.

View transactions that occurred in a specific city:

1. Move the mouse cursor over the City column heading.

2. Click the left mouse button to display the City Selection Options
window.

3. Enter the city name you wish to search for in the Enter Search Text box.

4. When you have finished, left-click on OK.

View transactions that occurred in multiple cities:

1. Move the mouse cursor over the City column heading.

2. Click the left mouse button to display the City Selection Options
window.

3. Left-click the Select From List box for a listing of the cities within the
transaction data you currently have displayed.

4. Left-click to highlight the city name or city names you wish to view. Left-
click the city name again if you need to clear the selection. If you wish to
select all cities, click Select All. To clear all city names, click Clear All.

5. When you have finished, left-click on OK.
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State

The State column displays the state where the transaction took place. Using the
State column, the user is able to view a buyer pattern or total transaction volume
in a state or group of states.
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State Selection Options Window

The State selection column allows the user to modify transactions which
occurred within specific states. The user is able to view one, any number of, or
all states.

State Display Format:

By right-clicking on any particular cell in the State column, the user may view the
state abbreviation or the entire state name.

To change the selection criteria in the State column:

1. Move the mouse cursor over the State button.
2. Click the left mouse button to display the State Selection Options
window.
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3. In this window you can adjust the parameters which the data will be
displayed by :
e Searching for a specific state by entering the state name in the
Enter Search Text box
e Choosing from a listing of the available states in your current
transaction data by clicking the Select From List box
¢ Highlighting the lines with state information
e Multiple states are selected by highlighting the cities that are to be
viewed and by clicking on OK
4. To clear all states, click on Clear All.
5. To select all states, click on Select All.

View transactions that occurred in a specific state:

1. Move the mouse cursor over the State column heading.

2. Click the left mouse button to display the State Selection Options
window.

3. Enter the state name you wish to search for in the Enter Search Text

box.
4. When you have finished, left-click on OK.

View transactions that occurred in multiple states:

1. Move the mouse cursor over the State column heading.

2. Click the left mouse button to display the State Selection Options
window.

3. Left-click the Select From List box for a listing of the state names within
the transaction data you currently have displayed.

4. Left-click to highlight the state name or names you wish to view. Left-
click the state name again if you need to clear the selection. If you wish
to select all state names, click Select All. To clear all state names, click
Clear All.

5. When you have finished, left-click on OK.
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Zip Code

The Zip Code column displays the zip code in which the transaction occurred.
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Zip Code Selection Options Window

The Zip Code column allows the user to view transactions which occurred within
specific zip codes along with the city and state.

To change the selection criteria in the Zip Code column:

1. Move the mouse cursor over the Zip Code button.
2. Click the left mouse button to display the Zip Code Selection Options

window.
3. In this window you can adjust the parameters which the data will be

displayed by :

¢ Searching for a specific zip Code by entering the zip Code in the
Enter Search Text box

e Choosing from a listing of the available zip codes in your current
transaction data by clicking the Select From List box

¢ Highlighting the lines with zip code information

e Multiple zip codes are selected by highlighting the zip codes that
are to be viewed by clicking the OK button
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4. To clear all zip codes, click on Clear All.
5. To select all zip codes, click on Select All.

View transactions that occurred in a specific zip code:

1. Move the mouse cursor over the Zip Code column heading.

2. Click the left mouse button to display the Zip Code Selection Options
window.

3. Enter the zip code you wish to search for in the Enter Search Text box.

4. When you have finished, left-click on OK.

View transactions that occurred in multiple zip codes:

1. Move the mouse cursor over the Zip Code column heading.

2. Click the left mouse button to display the Zip Code Selection Options
window.

3. Left-click the Select From List box for a listing of the zip codes within the
transaction data you currently have displayed.

4. Left-click to highlight the zip code or zip codes you wish to view. Left-
click the zip code again if you need to clear the selection. If you wish to
select all zip codes, click Select All. To clear all zipcodes, click Clear
All.

5. When you have finished, left-click on OK.

91



Transaction ID

The Transaction ID number displays the number used by the oil company to
identify the transaction. The Transaction ID column allows a fleet manager to
view transaction ID numbers associated with specific sales. If multiple sales
exist on the same transaction, FleetCommander will display the sales separately,
but link them with the same transaction ID number.
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Transaction Selection Options Window

The Transaction ID column allows the user to view transaction numbers that
occurred on specific cards.

To change the selection criteria in the Transaction ID column:

1. Move the mouse cursor over the Transaction ID button.
2. Click the left mouse button to display the Transaction Selection
Options window.
3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Highlighting the lines with Transaction identification number
information
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¢ Multiple Transaction identification numbers are selected by
highlighting each identification number that the user would like to
view and clicking on OK

View transactions that occurred with a specific transaction ID number:

1. Move the mouse cursor over the Transaction ID column heading.

2. Click the left mouse button to display the Transaction Selection
Options window.

3. Enter the transaction ID you wish to search for in the Enter Search Text

box.
4. When you have finished, left click on OK.
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Card ID Number

The Card ID number displays the card identification number used in the
transaction.
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Card Selection Options Window

The Card ID column allows the user to view transactions that occurred with
specific cards.

To change the selection criteria in the Card ID column:

1. Move the mouse cursor over the Card ID button.
2. Click the left mouse button to display the Card Selection Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Searching for a specific Card ID by entering the Card ID in the
Enter Search Text box
¢ Choosing from a listing of the available Card IDs in your current
transaction data by clicking the Select From List box
¢ Highlighting the lines with Card ID information
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e Multiple Card IDs are selected by highlighting the Card IDs that
the user would like to view and clicking on OK
4. To clear all Card IDs, click on Clear All.
5. To select all Card IDs, click on Select All.

View transactions that occurred with a specific Card ID nhumber:

1. Move the mouse cursor over the Card ID column heading.

2. Click the left mouse button to display the Card Selection Options
window.

3. Enter the Card ID you wish to search for in the Enter Search Text box.

4. When you have finished, left-click on OK.

View transactions that occurred with multiple Card ID numbers:

1. Move the mouse cursor over the Card ID column.

2. Click the left mouse button to display the Card Selection Options
window.

3. Left-click the Select From List box for a listing of the Card ID numbers
within the transaction data you currently have displayed.

4. Left-click to highlight the Card ID number or numbers you wish to view.
Left-click the Card ID again if you need to clear the selection. If you wish
to select all Card IDs, click Select All. To clear all Card IDs, click Clear
All.

5. When you have finished, left-click on OK.
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Vehicle Number

The Vehicle Number column displays the vehicle number along with the year,

make and model of the vehicle used in the transaction.
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Vehicle Number Selection Options Window

Viewing transactions about a vehicle or group of vehicles can give you
information about the use of or performance of a specific vehicle. Using this
option, you can view information about a vehicle or group of vehicles by the

vehicle number.

To change the selection criteria in the Vehicle Number column:

1. Move the mouse cursor over the Vehicle # button.

2. Click the left mouse button to display the Vehicle Number Selection

Options window.

3. In this window the user is able to search for vehicle numbers by entering
the number in the Enter Search Text box or by clicking on the Select

From List button.
4. To select vehicle numbers from the list :

¢ Highlight the lines with vehicle information you would like to view

96



e Multiple drivers are selected by highlighting the drivers that the
user would like to view
5. To clear all records, click on the Clear All button.
6. To view all records, click on the Select All button.

View transactions that occurred with a specific vehicle number:

1. Move the mouse cursor over the Vehicle # column heading.

2. Click the left mouse button to display the Vehicle Number Selection
Options window.

3. Enter the vehicle number you wish to search by in the Enter Search
Text box.

4. When you have finished, left-click on OK.

View transactions that occurred with multiple vehicle numbers:

1. Move the mouse cursor over the Vehicle # column heading.

2. Click the left mouse button to display the Vehicle Number Selection
Options window.

3. Left-click the Select From List box for a listing of the vehicle numbers
within the transaction data you currently have displayed.

4. Left-click to highlight the vehicle number or numbers you wish to view.

Left-click the vehicle number again if you need to clear the selection. If

you wish to select all vehicle numbers, click Select All. To clear all
vehicle numbers, click Clear All.
5. When you have finished, left-click on OK.
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Vehicle Description

The Vehicle Description column displays the year, make, and model of the
vehicle or equipment for each transaction. If you have only the vehicle
description and not the vehicle number, this is a feature that allows you to view
by vehicle description. Suppose you want to view transactions from only a
specific group of vehicles, i.e., all Ford F150 trucks.
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Description Selection Options Window

The Vehicle Description column allows the user to view transactions that have
occurred with certain vehicles. The user is able to use this information to
determine the gas mileage and usage of the different makes and models of the
fleet.

To change the selection criteria in the Vehicle Description column:

1. Move the mouse cursor over the Vehicle Description button.

2. Click the left mouse button to display the Description Selection
Options window.

3. In this window you can adjust the parameters which the data will be
displayed by :
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e Searching for a specific vehicle description by entering the
description in the Enter Search Text box
e Choosing from a listing of the available vehicle descriptions in
your current transaction data by clicking the Select From List
box
¢ Highlighting the lines with vehicle description information
¢ Multiple vehicles are selected by highlighting the each line that
contains the vehicle information that the user would like to view
4. To clear all vehicle descriptions, click on Clear All.
5. To select all vehicle descriptions, click on Select All.

View transactions that occurred with specific vehicle descriptions:

1. Move the mouse cursor over the Vehicle Description column heading.

2. Click the left mouse button to display the Description Selection
Options window.

3. Enter the vehicle description you wish to search for in the Enter Search
Text box.

4. When you have finished, left-click on OK.

View transactions that occurred with multiple vehicle descriptions:

1. Move the mouse cursor over the Vehicle Description column heading.

2. Click the left mouse button to display the Description Selection
Options window.

3. Left-click the Select From List box for a listing of the vehicle descriptions
within the transaction data you currently have displayed.

4. Left-click to highlight the vehicle description or descriptions you wish to
view. Left-click the vehicle description again if you need to clear the
selection. If you wish to select all vehicle descriptions, click Select All.
To clear all vehicle descriptions, click Clear All.

5. When you have finished, left-click on OK.
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License

The License column displays the license plate number associated with the
transaction.
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License Selection Options Window
The License column allows the user to view transactions that have occurred on a
license plate number that has been linked to a specific card or vehicle
information within the Voyager system.

To change the selection criteria in the License column:

1. Move the mouse cursor over the License button.
2. Click the left mouse button to display the License Selection Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by:
¢ Entering a specific license plate number
¢ Selecting a numeric range of license plate numbers
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View transactions that occurred on a specific license plate number:

1. Move the mouse cursor over the License column heading.

2. Click the left mouse button to display the License Selection Options
window.

3. Enter the license plate number you wish to search for in the Enter
Search Text box.

4. When you have finished, left-click on OK.

View transactions that occurred on multiple license plate numbers:

1. Move the mouse cursor over the License column heading.

2. Click the left mouse button to display the License Selection Options
window.

3. Left-click the Select From List box for a listing of the license plate
numbers within the transaction data you currently have displayed.

4. Left-click to highlight the license plate number or numbers you wish to
view. Left-click the plate number again if you need to clear the selection.
If you wish to select all license plate numbers, click Select All. To clear
all license plate numbers, click Clear All.

5. When you have finished, left-click on OK.
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VIN Number

The VIN column displays the vehicle or equipment identification number along
with the make and model of the vehicle.
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VIN Selection Options Window

The VIN column allows the user to view information that has occurred on a
specific vehicle or piece of equipment. The VIN number is used to identify the
specific vehicle. Unlike the vehicle number the equipment number is established
as the VIN number for equipment. This is another option for viewing transactions
for equipment/vehicles or groups of equipment/vehicles.

To change the selection criteria in the VIN Number column:

1. Move the mouse cursor over the VIN button.
2. Click the left mouse button to display the VIN Selection Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by :
e Searching for a specific VIN number by entering the number in
the Enter Search Text box
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e Choosing from a listing of the available VIN numbers in your
current transaction data by clicking the Select From List box
¢ Highlighting the lines with VIN information
e Multiple VIN numbers are selected by highlighting the each line
that contains the VIN number the user would like to view
4. To clear all VIN Numbers, click on Clear All.
5. To select all VIN Numbers, click on Select All.

View transactions for a specific VIN number:

1. Move the mouse cursor over the VIN column heading.

2. Click the left mouse button to display the VIN Selection Options
window.

3. Enter the VIN number you wish to search for in the Enter Search Text

box.
4. When you have finished, left-click on OK.

View transactions that occurred to multiple VIN numbers:

1. Move the mouse cursor over the VIN column heading.

2. Click the left mouse button to display the VIN Selection Options
window.

3. Left-click the Select From List box for a listing of the VIN numbers within
the transaction data you currently have displayed.

4. Left-click to highlight the VIN number or numbers you wish to view. Left-
click the VIN number again if you need to clear the selection. If you wish
to select all VIN numbers, click Select All. To clear all VIN numbers,
click Clear All.

5. When you have finished, left-click on OK.
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Odometer

The Odometer column displays the odometer reading at the time of the
transaction.
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Odometer Options Window
The Odometer option allows you to view vehicles in your fleet that have particular
mileage ranges. (Ex: View vehicles from 10,000 to 80,000 miles registered on
the odometer.)

Odometer Display Format:

By right clicking on any particular cell in the Odometer column, the user has the
option to view information in miles or kilometers.

Direct Edit:
The user can directly edit their search criteria by left clicking in the Upper and

Lower limit portion of the Odometer Option window and entering a number
between 1-999,999 on the keyboard.
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To change the selection criteria in the Odometer column:

1. Move the mouse cursor over the Odometer button

2. Click the left mouse button to display the Odometer Options window.

3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Entering the information in the appropriate blocks
¢ Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

View transactions within a specific odometer range:

. Move the mouse cursor over the Odometer column heading.

1
2. Click the left mouse button to display the Odometer Options window.
3

. Use the scroll bar under the Lower Limit box to set the minimum
odometer reading that you would like to view.
4. Use the scroll bar under the Upper Limit box to set the maximum
odometer reading that you would like to view.
5. Once the parameters have been set, click on OK with the left mouse
button.
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Product

The Product column displays the type of product that was purchased during the

transaction.
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Product Selection Options Window

The Product column allows the user to view transactions that contained specific
products such as fuel, non-fuel, maintenance, etc. The Product Selection
window allows the user to view information in categories such as:

standard fuels
aviation/marine fuels
alternate fuels
maintenance

“as shown” taxes

“as shown” discounts
miscellaneous

Product Display Format:

By right-clicking on any particular cell in the Product column, the user has the
choice of viewing the product’s name or the product abbreviations.
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To change the selection criteria in the Product column:

1. Move the mouse cursor over the Product button.
2.Click the left mouse button to display the Product Selection Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Highlighting the lines with vehicle information
o Multiple states are selected by highlighting the states that are to
be viewed
4. To clear all products, click on the Clear All button.
5. To select all products, click on the Select All button.

View transactions that contained a specific product:

1. Move the mouse cursor over the Product column heading.
2. Click the left mouse button to display the Product Selection Options
window.

3. All products will automatically be selected, to clear all products, click on

the Clear All button.

4. Highlight product that you would like to view by clicking on it with the left

mouse button.
5. Once the product has been selected, click on OK with the left mouse
button.

View transactions that purchased multiple products:

—

. Move the mouse cursor over the Product column heading.
2. Click the left mouse button to display the Product Selection Options
window.

3. All products will automatically be selected, to clear all products, click on

the Clear All button.

4. Highlight products that you would like to view by clicking on each product

with the left mouse button.

5. Once the products have been selected, click on OK with the left mouse

button.
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Units

The Unit column displays the number of units for that transaction.
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Units Options Window

The product purchased is measured in units. When you purchase fuel, the unit
measure for fuel is gallons. The feature will allow you to look at units of purchase

from a lower level to an upper level.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Units Option window and entering a number between 1-

30,000 on the keyboard.

To change the selection criteria in the Units column:

1. Move the mouse cursor over the Units button

2. Click the left mouse button to display the Units Options window.
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3.

In this window you can adjust the parameters which the data will be
displayed by :

¢ Entering the information in the appropriate blocks

e Moving the cursor to the appropriate arrow key

e Clicking the left mouse button to indicate your choice

View transactions within a specific unit range:

1. Move the mouse cursor over the Units column heading.
2.
3. Use the scroll bar under the Lower Limit box to set the minimum unit

Click the left mouse button to display the Units Options window.

reading that you would like to view.

. Use the scroll bar under the Upper Limit box to set the maximum unit

reading that you would like to view.

. Once the parameters have been set, click on OK with the left mouse

button.
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Cost Per Unit

The Cost Per Unit column displays the unit price of the transaction.
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Unit Price Option Window

While the products are measured in units, this feature gives you the price per
unit. For instance, if you purchase fuel, the price per unit will reflect price per

gallon.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Unit Price Option window and entering a number

between 1-30,000 on the keyboard.

To change the selection criteria in the Cost Per Unit column:

1. Move the mouse cursor over the Cost Per Unit button.

2. Click the left mouse button to display the Unit Price Options window.
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3. In this window you can adjust the parameters which the data will be

displayed by :
¢ Entering the information in the appropriate blocks
e Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

View transactions within a specific price range:

—

. Move the mouse cursor over the Cost Per Unit column heading.
. Click the left mouse button to display the Unit Price Options window.
. Use the scroll bar under the Lower Limit box to set the minimum unit

price that you would like to view.

price that you would like to view.

. Once the parameters have been set, click on OK with the left mouse

button.

. Use the scroll bar under the Upper Limit box to set the maximum unit
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Gross Purchase Amount

The Gross Purchase Amount column displays price amounts before State taxes

and discounts are deducted.
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Gross Transaction Amount Options Window

This option will allow a manager to view transaction purchases above a certain

amount or transaction within a certain range.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Gross Transaction Amount Option window and entering

a number between 1-30,000 on the keyboard.

To change the selection criteria in the Gross Purchase column:

1. Move the mouse cursor over the Gross Purchase button.
2. Click the left mouse button to display the Gross Transaction Amount

Options window.
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3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Entering the information in the appropriate blocks
e Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

View transactions within certain price restrictions:

—

. Move the mouse cursor over the Gross Purchase column heading.

2. Click the left mouse button to display the Gross Transaction Amount
Options window.

3. Use the scroll bar under the Lower Limit box to set the minimum
transaction amount that you would like to view.

4. Use the scroll bar under the Upper Limit box to set the maximum
transaction amount that you would like to view.

5. Once the parameters have been set, click on OK with the left mouse

button.
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Cost per Mile

In the Cost Per Mile column, the user is able to view the cost per mile associated
with each transaction.
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Cost Per Mile Options Window

A fleet manager can enter a lower limit and upper limit for cost per mile and all
transactions within that range will be assembled for quick reference.

Cost Per Mile Display Format:

By right clicking on any particular cell in the Cost Per Mile column, the user is
able to view either cost per mile or cost per kilometer.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and

Lower limit portion of the Cost per Mile Restrictions Option window and entering
a number between 1-9,999 on the keyboard.
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To change the selection criteria in the Cost per Mile column:

1. Move the mouse cursor over the Cost Per Mile button.
2. Click the left mouse button to display the Cost Per Mile Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Entering the information in the appropriate blocks
¢ Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

View transactions within a specific cost per mile range:

—

. Move the mouse cursor over the Cost Per Mile column.

2. Click the left mouse button to display the Cost Per Mile Options
window.

3. Use the scroll bar under the Lower Limit box to set the minimum cost
per mile that you would like to view.

4. Use the scroll bar under the Upper Limit box to set the maximum cost
per mile that you would like to view.

5. Once the parameters have been set, click on OK with the left mouse

button.
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Miles Per Gallon

The Miles Per Gallon column displays the miles per gallon associated with each

transaction.
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Miles Per Gallon Options Window

A fleet manager can enter a lower limit and upper limit for miles per gallon and all
transaction within that range will be assembled for quick reference.

Miles Per Gallon Display Format:

By right clicking on any particular cell in the Miles Per Gallon column, the user
may view information in miles per gallon or kilometers per liter.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Miles per Gallon Option window and entering a number
between 1-999 on the keyboard.
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To change the selection criteria in the Miles Per Gallon column:

1. Move the mouse cursor over the Miles Per Gallon button.
2. Click the left mouse button to display the Miles Per Gallon Options
window.
3. In this window you can adjust the parameters which the data will be
displayed by :
¢ Entering the information in the appropriate blocks
e Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

View transactions within a specific Miles Per Gallon range:

—

. Move the mouse cursor over the Miles Per Gallon column.

2. Click the left mouse button to display the Miles Per Gallon Options
window.

3. Use the scroll bar under the Lower Limit box to set the minimum miles
per gallon that you would like to view.

4. Use the scroll bar under the Upper Limit box to set the maximum miles
per gallon that you would like to view.

5. Once the parameters have been set, click on OK with the left mouse

button.
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Exceptions

The Exception column displays the exceptions associated with each transaction.
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Exceptions Options Window
A transaction may include multiple exceptions. Examples: A fleet manager can
go to a particular transaction and view an exception, noting what was out of the
normal range for that purchase.

Exception Display Format:

By right clicking on any particular cell in the Exceptions column for each record,
a window will open explaining the exception. The exception keys that are seen in
the report are as follows :

G Miles per gallon (or kilometers per liter) outside the expected
range.

P Product purchased is not allowed for this vehicle

D Transaction took place outside of defined work hours/days specified
for vehicle

A Transaction took place outside of defined work hours/days specified
for driver

M Transaction was captured manually
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Transaction fuel volume exceeds vehicle capacity
The odometer reading shown is an estimated value
Transaction was full service

Island card reader transaction (At the Pump)
Transaction on a lost/stolen or canceled card
Transaction was exempted from tax

When you open the Exception window, the following restrictions are available to

view :

Vehicle Day/Time Discrepancy
Driver Day/Time Discrepancy
Manual Transaction

Fuel Service

Excess Vehicle Fuel Capacity
Product Variance

Mile Per Gallon Variance

No Exceptions

To change the selection criteria in the Exceptions column:

1.
2.
3.

Move the mouse cursor over the Exceptions button.
Click the left mouse button to display the Exceptions Options window.
In this window you can adjust the parameters which the data will be
displayed by:
¢ Moving the mouse cursor over the appropriate box preceding the
desired exception and clicking the left mouse button.
¢ Multiple exceptions are selected by moving the cursor over the
appropriate boxes preceding the desired exceptions and clicking
the left mouse button on each box
¢ Select as many exception options as needed

View transactions with specific exceptions:

A OWON -

a

. Move the mouse cursor over the Exceptions column.

. Click the left mouse button to display the Exceptions Options window.

. Clear all exceptions by clicking on the Clear All button.

. To view a specific exception move the mouse cursor over the appropriate

box preceding the desired exception and click the left mouse button.

. Once the exception has been selected, click on OK with left mouse

button.

View transactions with multiple exceptions:

1.
2.

Move the mouse cursor over the Exceptions column.
Click the left mouse button to display the Exceptions Options window.
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3. Clear all exceptions by clicking on the Clear All button.

4. To view specific exceptions move the mouse cursor over the appropriate
boxes preceding the desired exceptions and click the left mouse button.

5. Once the exceptions have been selected, click on OK with left mouse
button.
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Purchase Method

The Purchase Method column displays the way that each transaction was
captured.
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Capture Method Window

The user may view any or all of the following methods: Inside electronic, Inside
keyed, Keyed after, At the pump, or Manual.

To change the selection criteria in the Purchase Method column:

1. Move the mouse cursor over the Purchase Method button.
2. Click the left mouse button to display the Capture Method window.
3. In this window you can adjust the parameters which the data will be
displayed by:
¢ Moving the mouse cursor over the appropriate box preceding the
desired capture method and clicking the left mouse button
e Multiple exceptions are selected by moving the cursor over the
appropriate box preceding the desired capture method and
clicking the left mouse button
¢ Select as many captured methods as needed
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View how single transactions were captured:

. Move the mouse cursor over the Purchase Method column.

. Click the left mouse button to display the Capture Method window.

. Clear all purchase methods by clicking on the Clear All button.

. Move the mouse cursor over the appropriate box preceding the desired
purchase method and click the left mouse button.

. Once the purchase method has been chosen, click on OK with the left
mouse button.

A OWON -

92}

View multiple ways transactions were captured:

. Move the mouse cursor over the Purchase Method column.

. Click the left mouse button to display the Capture Method window.

. Clear all purchase methods by clicking on the Clear All button.

. Move the mouse cursor over the appropriate boxes preceding the
desired purchase methods and click the left mouse button.

. Once the purchase methods have been chosen, click on OK with the left
mouse button.

A OWON -
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Service

The Service column displays the type of service received for each transaction.
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Service Type Selection Options Window

The user may view full service, self-service or both within the report by using the
modifying options. For instance, full service transaction are usually more
expensive than other types of service. A manager may want to view expenses
associated with all full service transactions.

To change the selection criteria in the Service column:

1. Move the mouse cursor over the Service button.

2. Click the left mouse button to display the Service Type Selection
Options window.

3. Move the mouse cursor over the appropriate box preceding the service
that you would like to view and click the left mouse button.

4. Once the correct service type has been chosen, click on OK with the left
mouse button. (Note: In the Service Selection Options window you may
only select one search function at a time.)
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Federal Tax

The Federal Tax column displays the federal tax status of each transaction.
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Federal Excise Tax Selection Options Window

In the Federal Tax column the user is able to view reports based on tax
exemption. The user is able to view reports that are exempt and non-exempt,
exempt only and non-exempt only. The user is also able to view transactions
which occurred within specific tax restrictions.

Direct Edit:
The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Federal Excise Tax Selection Option window and

entering a number between 1-30,000 on the keyboard.

To change the selection criteria in the Federal Tax column:

1. Move the mouse cursor over the Federal Tax button.
2. Click the left mouse button to display the Federal Excise Tax
Selections window.
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3. In this window you can adjust the parameters which the data will be

displayed by :
¢ Entering the information in the appropriate blocks
e Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

In this window you may also elect to show only exempt transactions, non-exempt
transactions or both.

To show the type of transaction:

1.

2.

Move the mouse cursor over the circle for the appropriate display
desired.
Click the left mouse button to activate the selection.

View transactions that are tax-exempt:

1

3.

. Move the mouse cursor over the Federal Tax column.
2.

Click the left mouse button to display the Federal Excise Tax
Selections window.

Click on the box preceding Exempt Only in the Exemption Selection
box.

. Set the lower limit of the federal tax restrictions by using the scroll bars

on the bottom the Lower Limit box.

. Set the upper limit of the federal tax restrictions by using the scroll bars

on the bottom of the Upper Limit box.

. Once the correct limits have been set, click on OK with the left mouse

button.
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Primary Motor Fuel Tax

The Primary Motor Fuels Tax column displays the user tax status of the

transaction.
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Primary Motor Fuels Tax Selection Options Window

The user is able to view reports that are exempt and non-exempt, exempt only
and non-exempt only. The user is also able to view transactions that occurred

within specific tax restrictions.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Selection Option window and

Lower limit portion of the Primary Motor Fuels Tax

entering a number between 1-30,000 on the keyboard.

To change the selection criteria in the Primary

Fuels Tax column:

1. Move the mouse cursor over the Primary

2. Click the left mouse button to display the Primary Motor Fuels Tax

Selection Options window.

SFT button.



3.

In this window you can adjust the parameters which the data will be
displayed by :

¢ Entering the information in the appropriate blocks

e Moving the cursor to the appropriate arrow key

e Clicking the left mouse button to indicate your choice

In this window you may also elect to show only exempt transactions, non-exempt
transactions or both.

To show the type of transaction:

1.

2.

Move the mouse cursor over the circle for the appropriate display
desired.
Click the left mouse button to activate the selection.

View transactions that are non-exempt:

1.
2.

3.

Move the mouse cursor over the Primary SFT column.

Click the left mouse button to display the Primary Motor Fuels Tax
Selection Options window.

Click on the box preceding Non-Exempt Only in the Exemption
Selection box.

. Set the lower limit of the Primary Motor Fuel Tax restriction by using the

scroll bars on the bottom of the Lower Limit box.

. Set the upper limit of the Primary Motor Fuel Tax restriction by using the

scroll bars on the bottom of the Upper Limit box.

. Once the correct limits have been set, click on OK with the left mouse

button.
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Secondary SFT

The Secondary Motor Fuels Tax column displays the user tax status of the
transaction.
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Secondary Motor Fuels Tax Selection Options Window

The user is able to view reports which are exempt and non-exempt, exempt only
and non-exempt only. The user is also able to view transactions that occurred
within specific tax restrictions.

Direct Edit:
The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Secondary Motor Fuels Tax Option window and

entering a number between 1-30,000 on the keyboard.

To change the selection criteria in the Secondary Fuels Tax column:

1. Move the mouse cursor over the Secondary SFT button.
2. Click the left mouse button to display the Secondary Motor Fuels Tax
Selection Options window.
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3. In this window you can adjust the parameters which the data will be

displayed by :
¢ Entering the information in the appropriate blocks
e Moving the cursor to the appropriate arrow key
e Clicking the left mouse button to indicate your choice

In this window you may also elect to show only exempt transactions, non-exempt
transactions or both.

To show the type of transaction:

1.

2.

Move the mouse cursor over the circle for the appropriate display
desired.
Click the left mouse button to activate the selection.

View transactions that are exempt and non-exempt:

1

3.

. Move the mouse cursor over the Secondary Motor Fuels Tax column.
2.

Click the left mouse button to display the Secondary Motor Fuels Tax
Selection Options window.

Click on the box preceding Exempt Only in the Exemption Selection
box.

. Set the lower limit of the Secondary Motor Fuels tax restrictions by using

the scroll bars on the bottom of the Lower Limit box.

. Set the upper limit of the Secondary Motor Fuels tax restrictions by using

the scroll bars on the bottom of the Upper Limit box.

. Once the correct limits have been set, click on OK with the left mouse

button.
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State Sales Tax

The State Sales Tax column displays the tax status of the transaction.
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State Sales Tax Selection Options Window

The user may view reports that are exempt and non-exempt, exempt only and

non-exempt only. The user is also able to view transactions that occurred within

specific tax restrictions.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and

Lower limit portion of the State Sales Tax Selection Option window and entering
a number between 1-30,000 on the keyboard.

To change the selection criteria in the State Sales Tax column:

1. Move the mouse cursor over the State Sales Tax button.

2. Click the left mouse button to display the State Sales Tax Selection

Options window.
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3. In this window you can adjust the parameters which the data will be

displayed by :
¢ Entering the information in the appropriate blocks
e Moving the cursor to the appropriate arrow key
e Click the left mouse button to indicate your choice

In this window you may also elect to show only exempt transactions, non-exempt
transactions or both.

To show the type of transaction:

1.

2.

Move the mouse cursor over the circle for the appropriate display
desired.
Click the left mouse button to activate the selection.

View transactions that are exempt and non-exempt:

1

3.

. Move the mouse cursor over the State Sales Tax column.
2.

Click the left mouse button to display the State Sales Tax Selection
Options window.

Click on the box preceding Exempt Only in the Exemption Selection
box.

. Set the lower limit of the State tax restrictions by using the scroll bars on

the bottom of the Lower Limit box.

. Set the upper limit of the State tax restrictions by using the scroll bars on

the bottom of the Upper Limit box.

. Once the correct limits have been set, click on OK with the left mouse

button.
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Local Tax

The Local Tax column displays the user tax status of the transaction.
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Local Tax Selection Options Window

The user is able to view reports which are exempt and non-exempt, exempt only
and non-exempt only. The user is also able to view transactions that occurred
within specific tax restrictions.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Local Tax Selection Option window and entering a

number between 1-30,000 on the keyboard.

To change the selection criteria in the Local Tax column:

1. Move the mouse cursor over the Local Tax button.
2. Click the left mouse button to display the Local Tax Selection Options

window.
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3.

In this window you can adjust the parameters which the data will be
displayed by :

¢ Entering the information in the appropriate blocks

e Moving the cursor to the appropriate arrow key

e Clicking the left mouse button to indicate your choice

In this window you may also elect to show only exempt transactions, non-exempt
transactions or both.

To show the type of transaction:

1.

2.

Move the mouse cursor over the circle for the appropriate display
desired.
Click the left mouse button to activate the selection.

View transactions that are exempt and non-exempt:

1

3.

. Move the mouse cursor over the Local Tax column.
2.

Click the left mouse button to display the Local Tax Selection Options
window.

Click on the box preceding Exempt Only in the Exemption Selection
box.

. Set the lower limit of the Local tax restrictions by using the scroll bars on

the bottom of the Lower Limit box.

. Set the upper limit of the Local tax restrictions by using the scroll bars on

the bottom of the Upper Limit box.

. Once the correct limits have been set, click on OK with the left mouse

button.
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Miscellaneous Tax

The Miscellaneous Tax column displays the user tax status of the transaction.
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Miscellaneous Tax Selection Options Window

The user is able to view reports which are exempt and non-exempt, exempt only
and non-exempt only. The user is also able to view transactions that occurred
within specific tax restrictions.

Direct Edit:
The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Miscellaneous Tax Selection Option window and

entering a number between 1-30,000 on the keyboard.

To change the selection criteria in the Miscellaneous Tax column:

1. Move the mouse cursor over the Miscellaneous Tax button.
2. Click the left mouse button to display the Miscellaneous Tax Selection
Options window.
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3.

In this window you can adjust the parameters which the data will be
displayed by :

¢ Entering the information in the appropriate blocks

e Moving the cursor to the appropriate arrow key

e Clicking the left mouse button to indicate your choice

In this window you may also elect to show only exempt transactions, non-exempt
transactions or both.

To show the type of transaction:

1.

2.

Move the mouse cursor over the circle for the appropriate display
desired.
Click the left mouse button to activate the selection.

View transactions that are exempt and non-exempt:

1

3.

. Move the mouse cursor over the Miscellaneous Tax column.
2.

Click the left mouse button to display the Miscellaneous Tax Selection
Options window.

Click on the box preceding Exempt Only in the Exemption Selection
box.

. Set the lower limit of the Miscellaneous tax restrictions by using the scroll

bars on the bottom of the Lower Limit box.

. Set the upper limit of the Miscellaneous tax restrictions by using the scroll

bars on the bottom of the Upper Limit box.

. Once the correct limits have been set, click on OK with the left mouse

button.
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Vehicle Codes 1-5

The Vehicle Code columns contain information specific to your Voyager Fleet
credit card account, or accounts. These columns display data that has been
entered in the user code fields (UC1-UC5), in the Voyager Account Management
System. These fields are optional, and not utilized on all accounts.

These code columns will be left blank if there are no User Codes entered on the

Voyager account. They are also discretionary fields. The user can assign
(appoint) a code to any card number, vehicle number, driver, account etc.
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Location Number

The Location column displays the oil company merchant number of station where

the transaction occurred.
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Location Selection Options Window

The user is able to view the merchant number of the station where the
transaction took place. With this information the user may locate the station

where signed copies of transaction invoices are made available. Oil company
merchants will keep copies of signed invoices for three to six months.

To change the selection criteria in the Location column:

1. Move the mouse cursor over the Location button.

2. Click the left mouse button to display the Location Selection Options

window.

3. In this window you can adjust the parameters which the data will be

displayed by:

¢ Searching for a specific location by entering the description in the

Enter Search Text box

e Choosing from a listing of the available locations in your current
transaction data by clicking the Select From List box
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¢ Highlighting the lines with location information
o Multiple locations are selected by highlighting the each line that
contains the location information that the user would like to view
4. To clear all locations, click on Clear All.
5. To select all locations, click on Select All.

View transactions that occurred at a specific location:

1. Move the mouse cursor to the Location column heading.

2. Click the left mouse button to display the Location Selection Options
window.

3. Enter the location number you wish to search for in the Enter Search
Text box.

4. When you have finished, left-click on OK.

View transactions that occurred at a range of location nhumbers:

1. Move the mouse cursor to the Location column heading.

2. Click with the left mouse button to display the Location Selection
Options window.

3. Left-click the Select From List box for a listing of the location numbers
within the transaction data you currently have displayed.

4. Left-click to highlight the location number or numbers you wish to view.
Left-click the location number again if you need to clear the selection. If
you wish to select all location numbers, click Select All. To clear all
location numbers, click Clear All.

5. When you have finished, left-click on OK.
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Fuel/Non fuel

The Fuel/Non-Fuel column gives the transaction category of the sale.
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Because all oil companies divide transactions into Fuel and Non-Fuel sales,
FleetCommander is able to classify sales by their transaction category. A fleet

Fuel/Non-Fuel Selection Options Window

manager may want to view all transactions sorted by fuel only, non-fuel only, or

both.

To change the selection criteria in the Fuel/Non-Fuel column:

1. Move the cursor to the Fuel/Non-Fuel button.

2. Click with the left mouse key to display the Fuel/Non-Fuel Selection

Options window.

3. In this window you can adjust the parameters by which the data is

displayed by :

e Searching for purchases that are fuel or non-fuel only
e Searching for purchases that are either fuel or non fuel items
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View transactions which are fuel only, non-fuel only, or both:

. Move the mouse cursor to the Fuel/Non-Fuel column heading.

. Click with the left mouse button to display the Fuel/Non-Fuel Selection
Options window.

. To view all fuel transactions, left-click the Fuel Only circle.

. To view all non-fuel transactions, left-click the Non-Fuel Only circle.

. To view all fuel and non-fuel transactions, left-click the Both circle.

. When you have finished making your selection, click on OK.
(Note: In the Fuel/Non-Fuel Selection Options window you may only
select one search function at a time.)

N —
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PO Number

The PO Number column gives the purchase order number of the sale.
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PO Number Selection Options Window

The PO Number column displays the purchase order number determined by the
merchant at the point of sale.

To change the selection criteria in the PO Number column:

1. Move the cursor to the PO Number button.

2. Click with the left mouse key to display the PO Number Selection
Options window.

3. Enter the PO Number you wish to search for in the Enter Search Text
box.

4. When you have finished, left-click on OK.
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Net Purchase

The Net Purchase column gives the transaction amount after taxes.
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Net Transaction Amount Options Window

The Net Purchase column allows the user to search for after taxes within a

specific price range.

Direct Edit:

The user can directly edit their search criteria by left clicking in the Upper and
Lower limit portion of the Net Transaction Amount Option window and entering a
number between 1-30,000 on the keyboard.

To change the selection criteria in the Net Purchase column:

1. Move the cursor to the cursor to the Net Purchase button.
2. Click with the left mouse key to display the Net Transaction Amount
Options window.
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3. In this window you can adjust the parameters by which the data is
displayed by :
¢ Searching for a specific transaction by a specific amount
e Search for transactions within a certain price range

View transactions within a specific amount range:

—

. Move the mouse cursor to the Net Purchase column heading.

2. Click with the left mouse button to display the Net Transaction Amount
Options window.

3. Use the scroll bar under the Lower Limit box to set the minimum Net
Transaction amount that you would like to view.

4. Use the scroll bar under the Upper Limit box to set the maximum Net
Transaction amount that you would like to view.

5. Once the parameters have been set, click on OK with the left mouse

button.
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Keyfield

The Keyfield column indicates a unique number for that particular transaction.
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Keyfield Selection Options window

It is easy to discuss details of a transaction by using the keyfield value as an

identifier.

To change the selection criteria in the Keyfield column:

1. Move the cursor to the cursor to the Keyfield button.
2. Click with the left mouse key to display the Keyfield Options window.

3. In this wi

ndow you can adjust the parameters by which the data is

displayed by entering criteria in the Enter Search Text box.
4. Once the parameters have been set, click on OK with the left mouse

button.
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Location Name

The Location Name column allows the user to view the name of the merchant
where the transaction took place.

f Vapage: FleeiConmardes - 5 7900 [ =]
== [T - J hﬂhu-.unhl-lu] 5 gaae oy (= Wik i o C Cal
UOYAGE G St s | -lnﬂt-h-nr—nnul SIATL Lo DR N | Viewl i
B LT OMBLANDER e .......;..] — ] Jl:.':.:;“:rla O PR | |
L e Wams e
Bk o B BT 13 Chusge: Seboctine cri b, o e 10 e 1 o4 Hes et L]
et Purchase I Heyheld | Location Hame | oriver code 1[ Oriver Coda 1' Driver Code SI = I :
15E &1 1 [RATal] N L | niiiwia 1 1 | I=
% %EE_ —]
I : ™ [mbe fipach | ont -I l |
—I‘I L TES I :
B l !
E— ===
1 T
TAT I !
E— p—— p—
iz
1 -.
e |
174 & _—_
" — 11
B |TI gaea | ':thui [
A E I I T ] Toio [
WO BN TR [oiam | o
il

: |
P80 Maisiera thai | B i i
S mamartisng _ I_l.h*-i-l Tetal Wi hamsarkam

Location Name Selection Options window

The user may search for a specific location by entering the location name or
select from the available listing.

To change the selection criteria in the Location Name column:

1. Move the mouse cursor over the Location Name button.
2. Click the left mouse button to display the Location Name Selection
Options window.
3. In this window you can adjust the parameters by which the data will be
displayed by :
¢ Searching for a specific location name by entering the street
address in the Enter Search Text box
¢ Choosing from a listing of the available location names in your
current transaction data by clicking bold Select From List box
¢ Highlighting the lines of Location Name information
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e Multiple Location Names are selected by highlighting the names that
the user would like to view and clicking on OK
4. To clear all location names, click on Clear All.
5. To select all location names, click on Select All.

View transactions that occurred at a specific location names:

1. Move the cursor over the Location Name column heading.

2. Click with the left mouse button to display the Location Name Selection
Options window.

3. Enter the location name you wish to search by in the Enter Search Text
box.

4. When you have finished, left-click on OK.

View transactions that occurred at multiple location names:

1. Move the cursor over the Location Name column heading.

2. Click with the left mouse button to display the Location Name Selection
Options window.

3. Left-click the Select From List box for a listing of the location names
within the transaction data you currently have displayed.

4. Left-click to highlight the location name or names you wish to view.
Left-click the location name again if you need to clear the selection. If
you wish to select all location names, click Select All. To clear all
location names, click Clear All.

5. When you have finished, left-click on OK.
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Driver Codes 1-5

The Driver Code columns contain information specific to your Voyager Fleet
credit card account, or accounts. These columns display data that has been
entered in the user code fields (UC1-UC5), in the Voyager Account Management
System. These fields are optional, and not utilized on all accounts.

These code columns will be left blank if there are no User Codes entered on the
Voyager account. They are also discretionary fields. The user can assign
(appoint) a code to any card number, vehicle number, driver, account etc.
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Card Codes 1-5

The Card Code columns contain information specific to your Voyager Fleet credit
card account, or accounts. These columns display data that has been entered in
the user code fields (UC1-UC5), in the Voyager Account Management System.
These fields are optional, and not utilized on all accounts.

These code columns will be left blank if there are no User Codes entered on the
Voyager account. They are also discretionary fields. The user can assign
(appoint) a code to any card number, vehicle number, driver, account etc.
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Level 1-7

The text in the Level 1-7 columns shows what levels are tied to a particular
transaction at the time of sale. These columns are view only, search criteria
cannot be selected due to the fact that the same action is performed by making
selections in the Org Tree window.
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Graph Presentations

Introduction

Voyager FleetCommander has the capability to produce graphs from the results
of the transaction data displayed by the specified criteria as indicated by the
user. There are seven graphic displays that can be generated from the Graph
menu in FleetCommander. Examples of the graphs are presented in the links
below. The current version of FleetCommander allows for these graphs only as
part of the prepared software package.

To access the graphs, move the cursor to the main menu bar of the program and
place it over the word Graph then click the left mouse button on Standard, to
drop down the menu. Move the cursor down the menu to the desired graph.
Click the left mouse button to activate.

Pie Charts Combination Charts
¢ Product Category Summary ¢ Vendor Price
Comparison
e Product Code Summary ¢ Vendor Price Analysis
¢ Vendor Summary Bar Chart
Area Chart ¢ \Weekday Profile
e Time of Day Summary Summary Reporting

e Summary Custom Graph
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Product Category Summary

Displays the types of products purchased.
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Product Category Summary
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Product Category Summary Graph

By clicking on a piece of the chart, with the left mouse button, the chart will
separate.

By clicking on the chart with the right mouse button, the following options
appear :

e Change font size

e Change graph size

e Change color

¢ Rotate pie chart

¢ Viewing angle adjustment
e Calculation basis

Change Font Size:

1. Click on the chart with the right mouse button.
2. Select Change Font Size and click with the left mouse key.
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3. Using the scroll bars, the user is able to make the font size larger or
smaller on the heading and labels.

Change Graph Size:

1. Click on the chart with the right mouse button.
2. Select Change Graph Size and click with the left mouse button.
3. Use the scroll bars to make the graph smaller or larger.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart
e green
e blue
e Ccyan
e magenta
e yellow
4. Use the scroll bars to change the shade of the color you have chosen.
5. Click on OK with the left mouse button.

Rotate Pie Chart:

1. Click on the chart with the right mouse button.
2. The user may rotate the chart to the right or left by clicking on the arrow
buttons.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The user may change the depth of the chart by using the scroll bar.

Calculation Basis:

Allows user to determine which calculation basis he would like to view the chart,
either transactions or dollar amounts.
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Product Code Summary

Displays the product codes of products purchased.
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Product Code Summary Graph

By clicking on a piece of the chart, with the left mouse button, the chart will
separate.

By clicking on the chart with the right mouse button, the following options
appear :

Change font size

Change graph size
Change color

Rotate pie chart

Viewing angle adjustment
Calculation basis

Change Font Size:

1. Click on the chart with the right mouse button.
2. Select Change Font Size and click with the left mouse key.
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3. Using the scroll bars, the user is able to make the font size larger and
smaller on the heading and labels.

Change Graph Size:

1. Click on the chart with the right mouse button.
2. Select Change Graph Size and click with the left mouse button.
3. Use the scroll bars to make the graph smaller and larger.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart

e green
e blue

e cyan

e magenta
e yellow

4. Use the scroll bars to change the shade of the color you have chosen.
5. Click on OK with the left mouse button.

Rotate Pie Chart:

1. Click on the chart with the right mouse button.
2. The user may rotate the chart to the right or left by clicking on the arrow
buttons.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The user may change the depth of the chart by using the scroll bar.

Calculation Basis:

Allows user to determine which calculation basis he would like to view the chart,
either transactions or dollar amounts.
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Vendor Summary

Displays the vendors by which products were purchased.

Vendor Summary - All Selected Products
%o of Dollar Sales

MOELL - 11.89%

Vendor Summary Graph

By clicking on a piece of the chart, with the left mouse button, the chart will
separate.

By clicking on the chart with the right mouse button, the following options
appear :

e Change font size

Change graph size
Change color

Rotate pie chart

Viewing angle adjustment
Calculation basis

Change Font Size:

1. Click on the chart with the right mouse button.
2. Select Change Font Size and click with the left mouse key.
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3. Using the scroll bars, the user is able to make the font size larger or
smaller on the heading and labels.

Change Graph Size:

1. Click on the chart with the right mouse button.
2. Select Change Graph Size and click with the left mouse button.
3. Use the scroll bars to make the graph smaller and larger.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart
e green
e blue
e Ccyan
e magenta
e yellow
4. Use the scroll bars to change the shade of the color you have chosen.
5. Click on OK with the left mouse button.

Rotate Pie Chart:

1. Click on the chart with the right mouse button.
2. The user may rotate the chart to the right or left by clicking on the arrow
buttons.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The user may change the depth of the chart by using the scroll bar.

Calculation Basis:

Allows user to determine which calculation basis he would like to view the chart;
either transactions or dollar amounts.
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Time of Day Summary

Displays the time of day by which transactions occurred.
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Time of Day Summary - All Selected Products
of Dollar Sales

Time of Day Summary Graph

By right clicking on the chart, the following menu appears :

e Change font size

e Change graph size

e Change color

¢ Viewing angle adjustment
¢ Calculation basis

e Projection type

¢ Adjust bars

Change Font Size:

1. Click on the chart with the right mouse button.

2. Select Change Font Size and click with the left mouse key.
3. Using the scroll bars, the user is able to make the font size larger or

smaller on the heading and labels.
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Change Graph Size:

1. Click on the chart with the right mouse button.
2. Select Change Graph Size and click with the left mouse button.
3. Use the scroll bars to make the graph smaller or larger.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart
e green
¢ blue
e cyan
e magenta
¢ yellow
4. Use the scroll bars to change the shade of the color you have chosen.
5. Click on OK with the left mouse button.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The user may change the depth of the chart by using the scroll bar.

Projection Type:

Click on Projection Type and another menu appears allowing the user to view
the graph with no projection, by perspective or by isometric.

Bar Adjustment:

Click on Bar Adjustment.

e Change the bar depth by moving the scroll bar to the right to make the
depth larger or moving the scroll bar to the left to make the depth
smaller.

e Change the bar gap by moving the scroll bars to the right to make the
gap larger or moving the scroll bar to the left to make the gap smaller.
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Vendor Price Comparison

Displays the vendor price fuel comparison by fuel type.
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Vendor Fuel Price Comparison Graph

By clicking on the left mouse button, you can view the Average Price for
Unleaded by Vendor bar graph.
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Toggle back and forth between the pie and bar graphs by left-clicking the graph.
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By clicking on the right mouse button, the following options appear :

e Change font size

e Change color

¢ Rotate pie chart

¢ Viewing angle adjustment

Change Font Size:

1. Click on the chart with the right mouse button.

2. Select Change Font Size and click with the left mouse key.

3. Using the scroll bars, the user is able to make the font size larger or
smaller on the heading and labels.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart

e green

e blue

e Cyan
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e magenta

¢ yellow
4. Use the scroll bars to change the shade of the color you have chosen.
5. Click on OK with the left mouse button.

Rotate Pie Chart:

1. Click on the chart with the right mouse button.
2. The user may rotate the chart to the right or left by clicking on the arrow
buttons.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The user may change the depth of the chart by using the scroll bar.
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Vendor Price Analysis

Displays the vendor price analysis.
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Vendor Price Analysis Graph

By clicking on the left mouse button, you can view the Average Price per Gallon

bar graph.
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Toggle back and forth between the pie and bar graphs by left-clicking the graph.
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Vendor Price Analysis Graph / Split View

By clicking on the right mouse button, the following options appear :

¢ Change font size

¢ Change color

¢ Rotate pie chart

¢ Viewing angle adjustment

Change Font Size:

1. Click on the chart with the right mouse button.

2. Select Change Font Size and click with the left mouse key.

3. Using the scroll bars, the user is able to make the font size larger or
smaller on the heading and labels.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart

e green

e blue
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e cyan
e magenta
¢ yellow

4. Use the scroll bar to change the shade of the color you have chosen.

Rotate Pie Chart:

1. Click on the chart with the right mouse button.
2. Rotate the chart to the right or left by clicking on the arrow buttons.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The depth of the chart can be changed by using the scroll bar.
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Weekday Profile

Displays the transactions broken down by days.
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Weekday Profile Graph

By right clicking on the chart, the following menu appears :

e Change font size

e Change graph size

e Change color

¢ Viewing angle adjustment
¢ Calculation basis

e Projection type

¢ Adjust bars

Change Font Size:

1. Click on the chart with the right mouse button.

2. Select Change Font Size and click with the left mouse key.

3. Using the scroll bars, the user is able to make the font size larger or
smaller on the heading and labels.
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Change Graph Size:

1. Click on the chart with the right mouse button.
2. Select Change Graph Size and click with the left mouse button.
3. Use the scroll bars to make the graph smaller or larger.

Change Color:

1. Click on the chart with the right mouse button.
2. Select Change Color and click with the left mouse button.
3. Choose the color you would like to view the chart
e green
¢ blue
e cyan
e magenta
¢ yellow
4. Use the scroll bars to change the shade of the color you have chosen.
5. Click on OK with the left mouse button.

Viewing Angle Adjustment:

1. Click on the chart with the right mouse button.

2. The user may adjust the viewing position by clicking on the arrow
buttons.

3. The user may change the depth of the chart by using the scroll bar.

Projection Type:

Click on Projection Type and another menu appears allowing the user to view
the graph with no projection, by perspective or by isometric.

Bar Adjustment:

Click on Bar Adjustment.

e Change the bar depth by moving the scroll bar to the right to make the
depth larger or moving the scroll bar to the left to make the depth
smaller.

e Change the bar gap by moving the scroll bars to the right to make the
gap larger or moving the scroll bar to the left to make the gap smaller.
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Summary Custom Graph

o Vipagei Fleall pamarebei - 5 10 0 i8] 5]
tim
L 350
100 | %l
250 250
200 + 200

0D T T i
B0 4 ! ! il ! ! | ! ! ! | | | | L Bh
R 1] a bl ‘lll O IR T I I II

5 g g
- o | =
o Flg olgltglalgle ahglaliplalglg! el
E%I:?fhﬁueﬁ:’tgj—'laf.li:'_
: E = I S T 3 a
T Eocs3gguafiasszaippd
[ TS * T a = 3 & n
= -
55000701

Summary Custom Graph

While viewing summary reporting, a custom graph can be made for the data
shown by going to the Graph option and selecting Custom. This will create a
graph similar to the one shown above, depending on the data columns you have
chosen to summarize.

As shown below there are many options that can be changed to customize this
type of graph to meet your needs.
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Chart Designer Window
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To return to the Reports/Graphs screen go to File and select Close
Graph/Preview.
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Selecting Summary Columns
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Summary Column Selection Window

After selecting the Select Summary Columns option the Summary Column
Selection window will appear.

1. Columns are viewed by clicking on the box in the Select Columns to
Display or Summary Fields box next to the column that you would like
displayed. If an X is in the box, the column will be displayed.

2. To hide a column, make sure that the box in front of the column is blank.
All of the columns that have an empty box in front of the name will not be
shown in the Detail Screen.

3. The position of each column may be changed by clicking on the right or
left arrow next to the sequence box. By doing so, the numbers will either
ascend or descend depending on which arrow is clicked.

¢ right arrow — numbers will ascend
e left arrow — numbers will descend

4. As each column number is manually changed by the user, the other

column numbers will automatically change.
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Below are a few examples of Summary Reporting.

To view Total Transactions per card for a certain time frame:

1. While viewing the detail screen, select the Date column by left clicking
on the column heading. After the Date Options window appears select
the date range you would like to query.

2. Left click on Select Summary Columns to display the Summary
Column Selection window.

3. Left click on the box beside Card ID under Select Columns to

Summarize and the box beside Total Transactions under Summary
Fields to Display.

4. Left click on the OK button and your results will be displayed.

To view the Average Units Purchased and the Average Purchase Amount
by Vendor:

1. While viewing the detail screen, select the Date column by left clicking
on the column heading. After the Date Options window appears select
the date range you would like to query.

2. Left click on Select Summary Columns to display the Summary
Column Selection window.

3. Left click on the box beside Vendor under Select Columns to
Summarize and the boxes Average Units Purchased and Average
Purchase Amount under Summary Fields to Display.

4. Left click on the OK button.

To return to normal viewing left click on the button that now reads Exit Summary
Reporting.

(Note: Data must be viewed before summary reporting can be performed. This
can be done by using FleetCommander's default of the last week of imported
transactions or by the user setting certain criteria and clicking the View button)
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Save and Load Report Formats

FleetCommander has the ability to save and restore your customized formatting
of the on-screen report so that it can be loaded and used again with exactly the
same selection criteria as specified by the user.

This is primarily for reports that are used repeatedly by a FleetCommander user,
such as weekly vehicle reports, monthly purchase summaries, or special queries.

Saving a Specific Report format
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Once a user has customized the FleetCommander columns to query for specific
selection criteria, they may save the customized report by following these steps:

1. From the Reports/Graphs Detail screen with the user’s customized
report, use the File Menu to select Save Report Format.

2. Highlight and left-click on Save Report Format. This will prompt the
Save Report Format window.

3. Enter a name for the report format you wish to save. (Note: You may
only enter numbers and letters, a hyphen or an underscore. Save name
is limited to eight characters)

4. Left click on OK to save the newly named report format.
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Loading a Report Format
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A report format can only be loaded after a user has named and saved a specified
report format.

1. Use the File Menu to select Load Report Format.

2. This will prompt the Load Report Format window.

3. Left-click on the tab with the down arrow. This will display a listing of the
available names of saved report formats.

4. Highlight and left-click the name of the report format you wish to load.

5. Left-click on OK.
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Exporting Data
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Data Export Window

Once a user has queried FleetCommander for specific data, they may export the
data from FleetCommander into another format by following these steps:

To Export Data into another format:

1. From the Reports/Graphs Detail screen with the user’s customized
report, use the File Menu to select Export Data.
2. Highlight and left-click on Export Data. This will prompt the Data
Export window.
3. Within this window the user will:
o Select the destination where the file is to be saved.
¢ Name the file
e Select the type of file that the data will exported into.
4. Click OK.

The bar below Export Progress will show the percentage of data as it is being

exported. When the message “Processing Complete” appears, click Close to
exit the Data Export window.
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Print Set Up
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Print Setup Window

To specify the Print Setup option:

1. To select the File Menu, press the alt key and the letter F key or you can
move your mouse cursor over the word File and click the left mouse
button.

2. On the menu that appears, move the mouse cursor over Printer Setup
and click the left mouse button.

Page Break Columns:

To select the page break columns:
1. Move the mouse cursor over the desired column box and click the left
mouse button.
2. When the date box is selected all the bold letter column boxes are
selected.
3. The column names that are not in bold are unusable.
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Subtotal Columns:

To select the subtotal columns:
1. Move the mouse cursor over the desired column box and click the left
mouse button.
2. When the date box is selected all the bold letter column boxes are
selected.
3. The column names that are not in bold are unusable.

Margin Settings:

To set the margins to a desired size:
1. Move the mouse cursor over the arrows of the appropriate margin
setting.
2. Click the left mouse button either on the up or down arrow to set the
margin size.

Organization Print Selections:

To select the organizational level for printing:
1. Move the mouse cursor over the box preceding the desired level.
2. Click the left mouse button.

Heading Options:

To set the heading options:

. Move the mouse cursor over the box for Print Heading.

. Click the left mouse button on the box to make an "X" appear in the box.

. If there is an "X" in the box, column headings will be printed.

. Now move the mouse cursor over the selections circle preceding the
heading design desired.

5. Click the left mouse button on the desired design, to select it.

AOWON -

Totals Options:

These cannot be altered.

Title Options:

To name the hard copy prints:
1. Move the mouse cursor over the title box.
2. Click the left mouse button.
3. Type the desired title for the hard copy prints.
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To designate a subtitle:

1. Move the mouse cursor over the subtitle box.
2. Click the left mouse button.
3. Type the desired subtitle for the hard copy prints.

If all the settings are correct:

1. Move the mouse cursor over the OK button.
2. Click the left mouse button.

If a mistake was made:

1. Move the mouse cursor over the Cancel button.
2. Click the left mouse button.

To bring up this print setup options menu again, repeat the first two steps under
the print setup option section above.

To choose a printer:

1. Move the mouse cursor over the Print Options button and click the left
mouse button.
2. Proceed to the Print Options page for specific instructions.
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Print Options
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Print Preview Screen

Print Preview

The print preview screen allows the user to view the reports as they will be
printed. To go from one page to another, click on arrow keys located on the
upper left side of the screen.

To scroll within one page use one of the four arrow keys located on the left side
of the screen towards the middle of the screen.
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Changing Font Size

The font is changed adjusting the windows located at the top of the page.

ifresh

Font Size Adjustment
EREE \

" Subtitle
Page Headers
Column Text

STATE GOVERNMENT

Color Highlights

Highlights may be turned on and off by choosing either “Highlights On” of
“Highlights Off” on the left side of the screen.
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Orientation

The report may be viewed as either landscape or portrait by clicking on the
desired option on the left side of the screen.

Yoypager FleetCommander - 5. 700.0

File “iew Help

| <[> M

Orientation

" Portrait
& Landscape

179



Ad Hoc Query Guide

The purpose of this section is to give the FleetCommander user a few examples
of queries they might use to summarize their transaction data, and instruct them
on the steps needed to perform these queries. Fleet administrators present
these examples as those most frequently needed.

NOTE: This section is written for the fleet administrator who has a working
knowledge of FleetCommander. For further instruction on how to alter the
selection criteria in the columns used within the following queries, refer to the
sections within this manual dealing with those column headings.

In this section, you will learn how to:

Query 1

Find the total dollar amount spent at a specific oil company vendor, or all
vendors, during a specified date range/specific day and then sort the results in
order of the greatest dollar amounts.

Query 2

Find the total dollar amount spent at a specific vendor, or vendors, during a
specified date range/specific day for all fuel only transactions and then sort the
results in order of the greatest dollar amounts.

Query 3

Find the total dollar amount spent at a specific vendor, or vendors, during a
specified date range/specific day for all non-fuel transactions and then sort the
results in order of the greatest dollar amounts.

Query 4
Find the number of transactions at a specific vendor in a city/state/zip code for a
specified date range.

Query 5
Find the average transaction amount by oil company vendor for a specific date
range.

Query 6
Find multiple transactions on cards for a specific day or date range.
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Query 7
Find the average dollar amount spent on a specific vehicle/license plate number
for a specific date range.
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Query 1

To find the total dollar amount spent at a specific oil company vendor, or all
vendors, during a specified date range/specific day and then sort the results in
order of the greatest dollar amounts, the FleetCommander user must take the
following steps. (NOTE: The following steps are dependent upon the user having
a FleetCommander session open to the Reports/Graphs Detail screen and their
correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Vendor column and the select the vendor/vendors for your
query, LEFT CLICK on OK to confirm your selection.

Step 3 Now that you have completed your criteria for the dates and vendors to
query by, LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 4 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 5 LEFT CLICK on Vendor on the left side of the window, LEFT CLICK on
Total Gross Purchases on the right side of the window, and then LEFT
CLICK on OK to confirm your summary selections.

Your database will now display the summarized dollar totals of transactions
within your specified date range and sorted by vendor. You are now ready to
order the totals by greatest dollar amount.

Step 6 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.

Step 7 LEFT CLICK on Total Gross Purchases to prompt the Ascending sort
button. LEFT CLICK this button to change the sort criteria to
Descending, then LEFT CLICK on OK to confirm your selection.

Step 8 LEFT CLICK on the View button to run your query and display dollar
totals in order of the greatest dollar amount spent at a vendor.
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Query 2

To find the total dollar amount spent at a specific vendor, or vendors, during a
specified date range/specific day for all fuel only transactions, and then sort the
results in order of the greatest dollar amounts, the FleetCommander user must
take the following steps. (NOTE: The following steps are dependent upon the
user having a FleetCommander session open to the Reports/Graphs Detail
screen and their correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Vendor column and the select the vendor/vendors for your
query, LEFT CLICK on OK to confirm your selection.

Step 3 Open the Fuel/ Non-Fuel column, select Fuel Only, and then LEFT
CLICK on OK to confirm your selection. (NOTE: The Fuel/ Non-Fuel
column must be selected within the Move / Hide Column button in order
to include it in your query.)

Step 4 Now that you have completed the search criteria you wish to query by,
LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 5 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 6 LEFT CLICK on Vendor on the left side of the window, LEFT CLICK on
Total Gross Purchases on the right side of the window, and then LEFT
CLICK on OK to confirm your summary selections.

Your database will now display the summarized dollar totals of fuel only
transactions within your specified date range and sorted by vendor. You are now
ready to order the totals by greatest dollar amount.

Step 7 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.
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Step 8 LEFT CLICK on Total Gross Purchases to prompt the Ascending sort
button. LEFT CLICK this button to change the sort criteria to
Descending, then LEFT CLICK on OK to confirm your selection.

Step 9 LEFT CLICK on the View button to run your query and display dollar
totals in order of the greatest dollar amount spent at a vendor.
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Query 3

To find the total dollar amount spent at a specific vendor, or vendors, during a
specified date range/specific day for all non-fuel transactions, and then sort the
results in order of the greatest dollar amounts, the FleetCommander user must
take the following steps. (NOTE: The following steps are dependent upon the
user having a FleetCommander session open to the Reports/Graphs Detail
screen and their correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Vendor column and the select the vendor/vendors for your
query, LEFT CLICK on OK to confirm your selection.

Step 3 Open the Fuel/ Non-Fuel column, select Non-Fuel Only, and then LEFT
CLICK on OK to confirm your selection. (NOTE: The Fuel/ Non-Fuel
column must be selected within the Move / Hide Column button in order
to include it in your query)

Step 4 Now that you have completed the search criteria you wish to query by,
LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 5 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 6 LEFT CLICK on Vendor on the left side of the window, LEFT CLICK on
Total Gross Purchases on the right side of the window, and then LEFT
CLICK on OK to confirm your summary selections.

Your database will now display the summarized dollar totals of non-fuel only
transactions within your specified date range and sorted by vendor. You are now
ready to order the totals by greatest dollar amount.

Step 7 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.

Step 8 LEFT CLICK on Total Gross Purchases to prompt the Ascending sort

button. LEFT CLICK this button to change the sort criteria to
Descending, then LEFT CLICK on OK to confirm your selection.
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Step 9 LEFT CLICK on the View button to run your query and display dollar
totals in order of the greatest dollar amount spent at a vendor.
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Query 4

To find the frequency of transactions at a specific vendor/vendors in a
city/state/zip code and then list those transactions in order of the top twenty
vendors most frequently used, the FleetCommander user must take the following
steps. (NOTE: The following steps are dependent upon the user having a
FleetCommander session open to the Reports/Graphs Detail screen and their
correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Vendor column and the select the vendor/vendors for your
query, LEFT CLICK on OK to confirm your selection.

Step 3 Open the City/State/Zip columns and make your query selections.

Step 4 Now that you have completed the search criteria you wish to query by,
LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 5 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 6 LEFT CLICK on Vendor, if you wish to view a summary by vendors, or
LEFT CLICK on City, State, or Zip if you wish to view your summary by
either one of those headings. LEFT CLICK on Total Transactions on
the right side of the window, and then LEFT CLICK on OK to confirm your
summary selections.

Your database will now display the summarized dollar totals of non-fuel only
transactions within your specified date range and sorted by vendor. You are now
ready to order the totals by greatest dollar amount.

Step 7 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.

Step 8 LEFT CLICK on Total Transactions to prompt the Ascending sort

button. LEFT CLICK this button to change the sort criteria to
Descending, then LEFT CLICK on OK to confirm your selection.
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Step 9 LEFT CLICK on the View button to run your query and display transaction
totals in order of the vendor with the most transactions.

188



Query 5

To find the average transaction amount by oil company vendor for a specific date
range and list the results in order of the greatest average amount, the
FleetCommander user must take the following steps. (NOTE: The following
steps are dependent upon the user having a FleetCommander session open to
the Reports/Graphs Detail screen and their correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Vendor column and the select the vendor/vendors for your
query, LEFT CLICK on OK to confirm your selection.

Step 3 Now that you have completed your criteria for the dates and vendors to
query by, LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 4 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 5 LEFT CLICK on Vendor on the left side of the window, LEFT CLICK on
Average Purchase Amount on the right side of the window, and then
LEFT CLICK on OK to confirm your summary selections.

Your database will now display the summarized average transaction amounts
within your specified date range and sorted by vendor. You are now ready to
order the average totals by greatest dollar amount.

Step 6 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.

Step 7 LEFT CLICK on Average Purchase Amount to prompt the Ascending
sort button. LEFT CLICK this button to change the sort criteria to
Descending, then LEFT CLICK on OK to confirm your selection.

Step 8 LEFT CLICK on the View button to run your query and display transaction
totals in order of the vendor with the most transactions.
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Query 6

To find multiple transactions on cards for a specific day or date range, the
FleetCommander user must take the following steps. (NOTE: The following
steps are dependent upon the user having a FleetCommander session open to
the Reports/Graphs Detail screen and their correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Card ID column and the select the card or card IDs for your
query, LEFT CLICK on OK to confirm your selection.

Step 3 Now that you have completed your criteria for the dates and card IDs to
query by, LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 4 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 5 LEFT CLICK on Card ID on the left side of the window, LEFT CLICK on
Total Transactions on the right side of the window, and then LEFT
CLICK on OK to confirm your summary selections.

Your database will now display the summarized transactions within your
specified date range and sort them by card ID. You are now ready to sort the
transaction totals by greatest amount.

Step 6 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.

Step 7 LEFT CLICK on Total Transactions to prompt the Ascending sort
button. LEFT CLICK this button to change the sort criteria to
Descending, then LEFT CLICK on OK to confirm your selection.

Step 8 LEFT CLICK on the View button to run your query and display transaction
totals in order of the card ID with the most transactions.
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Query 7

To find the average dollar amount spent on a specific vehicle/license plate
number for a specific date range, the FleetCommander user must take the
following steps. (NOTE: The following steps are dependent upon the user having
a FleetCommander session open to the Reports/Graphs Detail screen and their
correct organizational level selected.)

Step 1 Open the Date column to select the date range for your query, LEFT
CLICK on OK to confirm your selection.

Step 2 Open the Vehicle #, or License column and make your query selections,
LEFT CLICK on OK to confirm your selection.

Step 3 Now that you have completed your criteria for the dates and vehicles or
license plate numbers to query by, LEFT CLICK on the View button.

Your database will now reflect the results of your selection criteria by individual
transaction. You are now ready to ask FleetCommander to summarize the
transaction data for your selected vendors within your date range.

Step 4 LEFT CLICK on Select Summary Columns. This will open the
Summary Column Selection window.

Step 5 LEFT CLICK on Vehicle #/License on the left side of the window, LEFT
CLICK on Average Purchase Amount on the right side of the window,
and then LEFT CLICK on OK to confirm your summary selections.

Your database will now display the summarized average transaction amounts
within your specified date range and sort them by vehicle # or license. You are
now ready to sort the average transaction totals by greatest amount.

Step 6 LEFT CLICK on the Select Sort Options button at the top of the screen
to open the Transaction Sort Sequence window.

Step 7 LEFT CLICK on Average Purchase Amount to prompt the Ascending
sort button. LEFT CLICK this button to change the sort criteria to
Descending then LEFT CLICK on OK to confirm your selection.

Step 8 LEFT CLICK on the View button to run your query and display
transaction totals in order of the greatest transaction amounts.
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Delete Utility

One feature in this Desktop version is the ability to delete any data that is no
longer needed from your database. If at a later time the file is needed again it
will be available by selecting the Show all Files option in the File Import box. The
particular file will show as deleted, but may be imported again. In order to delete
transactions from your database, proceed as follows:

From the main screen left click the File option and select Remove
Transactions.

Voyagers FleetCommander - 5.700.0
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The message box shown below will appear asking you to confirm that you want
to delete transactions.
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From there you will be asked how much data you would like to retain in your

database. Left click on the circle beside the appropriate amount and click
Delete.
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The picture below shows progress as transactions are being removed from the

database.
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After the process is complete, a short period will pass while the database is
packed, then you will be returned to the basic main menu screen.
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User Manager

User Manager Functions

Creating a User

Modifying a User

Deleting a User

Changing a User's Own Information

Please note: The same FleetCommander ID and password will be used to log on
to the User Manager. Most users will only be able to see their own personal
information. If administrative capabilities are needed to perform any of the other
functions above please contact the Voyager Software Support team at 1-800-
987-6591.
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Creating a User

When the administrative user first logs on to the User Manager they will be
shown a listing of all users that they have administrative authority over. To
create a new user left click on the New User button.
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You will then be taken to a form where several pieces of information will need to

be input. The administrator will need to decide if the new user needs
administrative authority also and what level they should be set up to view.

A Username and password is also required (Please remember these are case
sensitive). It is recommended that email address is used since this is a unique
identifier. Fill in all other personal information and left click on the Save Changes

button.
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Modifying a User

When the administrative user first logs on to the User Manager they will be
shown a listing of all users that they have administrative authority over. To
modify a user highlight the user's name and left click on the Modify User button.
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You will then be taken to a screen that shows all current information tied to the
selected user. From here the administrator has the ability to change the user's
personal information, level of viewing and administrative capabilities. The only
thing that cannot be changed is the Username.

The administrator may make all necessary changes than left click on Save
Changes.
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Deleting a User

When the administrative user first logs on to the User Manager they will be
shown a listing of all users that they have administrative authority over. To
delete a user highlight the user's name and left click on the Delete User button.

i Yopager FlestC ommansdes Waes Setup ~ User Selection List [_ o =]
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You will then be shown a message to confirm the user deletion. Click "Yes" to
delete the user, "No" if you wish to cancel.
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Changing a User's Own Information

Depending on if the user has administrative authority, when the user first logs on
to the User Manager they will see one of two things.

If a user does not have administrative authority they will be taken to a screen
where they can only view/change their own personal information. If
administrative capabilities are needed to perform any of the other functions
above please contact the Voyager Software Support team at 1-800-987-6591.

If a user has administrative authority they will be shown a listing of all users that

they have administrative authority over. To modify the user's own personal
information just select your name from the listing and left click the Modify User.
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